IT2000

text processing: Quotations


Activity

Opening new documents

Entering text

Saving documents

Printing

Selecting parts of text and changing styles / sizes

Instructions

1. Open a new Word document

2. Type in the first quotation from the list provided

3. Press Enter to start a new line

4. Type in who said or wrote it

5. Press Enter twice

6. Type in the second quotation

7. Continue as above for the others

8. Save the document as quotes
9. Print it out

Changing the appearance of text

10. Change the style of writing for the quotations.  Select the words and change them to italic using the  I  button on the toolbar

11. Make the person's name smaller and bold using the  B  button

12. Save the changed document

13. Print it

Changing the size and font style

14. Select just one of the quotations to make into a poster.  Highlight the quotation and the person's name

15. Press Copy
16. Open a new document

17. Press Paste - the text should now appear on a fresh page

18. Now make the text much bigger - try 24 or 36 - for just the quotation, leaving the person's name small.

19. Save this

20. Experiment with different fonts and sizes.

21. Print the final version.

Sample quotations

For every person who wants to teach there are approximately thirty who don't want to learn - much.

W C Sellar

Time for a little something.
A. A. Milne

I am a Bear of Very Little Brain, and long words Bother me.
Winnie-the-Pooh


A professor is one who talks in someone else’s sleep.
W. H. Auden (1907–73) British poet. 

Accidents will occur in the best-regulated families.
Charles Dickens (1812–70) British novelist. 

Every man who is high up likes to feel that he has done it himself; and the wife smiles, and lets it go at that. It’s our only joke. Every woman knows that.
J. M. Barrie (1860–1937) British playwright. 

You ought not to be ashamed of being bored. What you ought to be ashamed of is being boring.
Lord Hailsham (1907–  ) British Conservative politician. 


A bore is a man who, when you ask him how he is, tells you.
Bert Leston Taylor (1866–1921) US journalist. 

I like the English. They have the most rigid code of immorality in the world.
Malcolm Bradbury

Of all the gin joints in all the towns in all the world, she walks into mine!
Humphrey Bogart (1899–1957) US film star. 

Any sufficiently advanced technology is indistinguishable from magic.
Arthur C. Clarke (1917–  ) British science-fiction writer. 

I see no reason to suppose that these machines will ever force themselves into general use.
Duke of Wellington (1769–1852) British general and statesman. 

All the above quotations have been taken from the Microsoft Bookshelf Basics which is usually supplied with Office software and may be located through Tools>Look Up Reference in Word.
Andrew Hill
- 2 -
Quotations.doc 27 August, 2003

