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Bob’s CampSites Formatting Exercise 

1. Retrieve the file Bob's CampSites Data.   

2. Save it to your folder with an appropriate name.  Save the file frequently as you work 
through this exercise. 

3. Ensure the Show/Hide is on. 

4. Set the margins as follows: 
Top:  1.5”  Left:  1.5”  Right:  1”  Bottom:  1” 

5. On the title page, reformat (do not retype) the text An overview of the best place to camp to 
all capitals.  Make it bold, italic, and blue. 

6. On the title page, add your name to the line Edited By:  at the beginning of the document. 

7. Use the Go To command to navigate to page 3. 

8. On the title page, insert the date.  Use the format Wednesday, March 26, 2008.  Make the 
date update automatically. 

9. Put a paragraph border around the title, BOB’S CAMPSITES. 

10. The section entitled INTRODUCTION is at the end of the document.  This section should be 
the first section, ahead of EXECUTIVE SUMMARY.  Move the INTRODUCTION to its proper 
location. 

11. In the first paragraph of the INTRODUCTION, set the pagination option to Keep Lines 
Together.  Adjust the line spacing to 1.5. 

12. Add the following text as a new paragraph at the end of the INTRODUCTION: 
The BC Campgrounds Satisfaction Survey program is one of several interrelated tools which 
can guide decision-making.  Another tool referenced in this report is the BC Campgrounds 
"Householder Survey," through which persons living in British Columbia express opinions 
about the management of parks, benefits of parks and future priorities. 

13. In the first paragraph of the INTRODUCTION, add a footnote after 1985 in the sentence 
“Provincial park campers and day-users have been surveyed every year since 1985…”  The 
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footnote should read as follows:  In 1989, the survey was incomplete due to the Winterburn 
fire. 

14. In the first paragraph of the INTRODUCTION, insert a ClipArt image relevant to camping. 
Make the picture exactly 1.25” high.  Format the picture so the text wraps squarely around 
it. 

15. In the section OVERALL FINDINGS, the following sentence  
BC Campgrounds' facilities and services met or exceeded the expectations of almost 
all park visitors.  About 50% of park visitors said their experience "far" or  
"somewhat" exceeded their expectations.   Almost all satisfaction scores were higher 
in 1995 than in 1994.  
has been repeated many times.  Delete the unnecessary sentences. 

16. Use find and replace to change BC Campgrounds to Bob’s CampSites.  

17. Main headings are indicated by bold uppercase.  Format these headings as Heading 1 style.   
INTRODUCTION   
EXECUTIVE SUMMARY 
GOALS, OBJECTIVES, METHODS and 
APPLICATION 

APPLICATION OF RESULTS 
FINDINGS 
CONCLUSIONS 
RECOMMENDATIONS 

18. Sub headings are indicated by uppercase (not bold).  Format all subheadings as Heading 2 
style. 

19. Modify Heading 1 to be Verdana 16 pt Bold Green with 18pt before and 12pt after.   
Modify Heading 2 to be Verdana 14 pt Bold Underlined with 12pt before and 6 pt after. 

20. In the BACKGROUND section is the following sentence:   
This report highlights the goals, objectives and methods of BC Campgrounds' annual 
satisfaction survey.  It also: 
Format the five points following this sentence as bullets. 

21. In the BACKGROUND section, use the Thesaurus to find a different word for satisfied. 

22. In the APPLICATION OF RESULTS section, format the first letter of the first paragraph as a 
dropped cap. 

23. Format the first paragraph in the CONCLUSIONS section to Cambria 12 pt Italic Red.   
Use the Format Painter to format the 3rd, 5th, etc. paragraphs of this section the same. 

24. Format the second paragraph in the CONCLUSIONS section to Cambria 12 pt Italic green. 
Use the Format Painter to format the 4th, 6th, etc. paragraphs of this section the same. 
Format the recommendations in the RECOMMENDATIONS section as a numbered list. 

25. Indent the paragraphs in the subsection OTHER FINDINGS RELATED TO SATISFACTION .75" 
left and right. 

26. In the PREFERENCES IN RELATION TO OTHER FACTORS, format the paragraphs to double 
spacing. 
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27. Under the heading CAMPGROUNDS, after the sentence The 1995 results are based on 
surveys conducted in 37 parks (in order of importance to campers),  insert the following 
table: 

 

BOB'S CAMPSITES 
MANAGEMENT ITEM MS 1994fiscal 1995fiscal 

Cleanliness of restrooms 78% 72% 76% 

Control of noise 70% 66% 69% 

Recreational things to do 54% Data not available 

Availability of firewood 85% 83% 83% 

Condition of facilities 85% 74% 78% 

Checked by: Date: 

Office206 Use Only 

 

 

© Bob’s CampSites 

28. Delete the row Control of noise from the above table. 

29. Insert Page Breaks so that each major heading begins on a new page 

30. At the end of the title page, before the text (Table of Contents goes here),  insert a next 
page section break.  Add a 2 ¼ pt blue box border around the title page.   

31. Insert a Table of Contents with the Formal format where indicated.  

32. Insert a next page section break after the Table of Contents. 

33. At the beginning of the document, insert a WordArt object using WordArt style 16 wich 
reads Bob’s CampSites.  Set the wrapping style to In Front of Text, and position it on an 
angle on the right hand side of the page. 

34. Spell check the first 2 pages of this document. 

35. Make any other formatting or editing changes you feel are appropriate. 

36. Update the Table of Contents. 

37. Submit this file to your instructor’s ~inbox. 


