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Travel for a Few Dollars a Day Assignment 
 

The purpose for this assignment: 
1. Use the Tabulation (Tab) feature on material already typed 
2. Apply spacing before and after a line 

 
 

Preparations:  (Review these terms and readings) 
 Tabulation Information 

 Selecting text 

 Show/Hide key 

 Format Painter 

 Inserting Page Breaks 

 Bullets 
 

New Terms (Terms are bolded in the steps) 

 Changing a font type and size (Step 2, page 1) 
 Applying Before /After spacing (Step 4, pages 2-3) 
 Shadow Effect (Step 10, page 2) 
 Character Spacing (Step 11, page 2) 
 Display the ruler (Step 13, page 3) 
 Change line spacing.  Step 14, page 3) 
 Setting Left and Right Tabs (Step 16, page 3-4). 
 Move text. (Step 17, page 4) 

 
 

Travel Assignment 
 

1. Download the document called Travel for a Few Dollars a Day and save it to your storage device as 
“Travel.” 

2. Change font type and size.  Select the title “Travel for a Few Dollars a Day” and the subtitle “Bringing 
You Closer to Europe – England Edition.”  From the HOME tab, find the Font Group.  Change the title 
and subtitle font to 18 point Trebuchet MS and make it bold and green.  To do this 

a. Click in the current font 
choice.  In this case Calibri 
(Body). 

b. Click on the down-facing 
arrow and find Trebuchet 
MS.  The fonts are listed in 
alphabetic order.    Click on Trebuchet MS. 

c. Click in the Font Size.  In this case the size is 12.  Click on the down –facing arrow and change it 
to 18. 

d. Click on the “B” to apply bolding. 

e. Finally, change the color by clicking on the down-facing arrow of the Font Color and change it 
to green. 
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3. Reduce only the subheading size to 14 pts., but leave the font, color and bold at Trebuchet MS, bold 
and green.  

4. Before/After Spacing.  Place the insertion point in that end of the main heading and, click the PAGE 
LAYOUT tab and find the Paragraph Group.  From the ribbon, click the After arrow to 6.  (This spacing 
can also be view by clicking the dialog box launcher for Paragraph.) This places additional space after 
the heading.  

5. Select “Section 1: How to Get to England” found after the third paragraph.  Bold this heading as well as 
change the font size to 14 pt.  Additionally, underline the entire section name. Apply a 6 pt. After 
spacing at the end of the Section header so it is separated a little more from the information following 
the header. 

6. Use the Format Painter to apply the same formatting to Sections 2-4.  (Format Painter was introduced 
in the Auction Assignment.) 

7. Turn on the Show/Hide key and insert a Page Break just before Section 4. (See the Information:  
Columns, Breaks, Bullets, Symbols, Numbers in the Extra Help Folder.)  

8. Leave the body text at 11-point Calibri. 

9. Select the main title [ “Travel for a Few Dollars a Day”] and change the font to 28 pt. Trebuchet MS. 

10. Shadow Effect.  Continue selecting the main title and add a shadow effect of Offset Right  

a. From the HOME tab, find the Font Group and look for the icon that looks like an open capital 
letter “A.” Hovering over this icon, it will state that this is the Text Effects or Typography key. 

b. From the pull down menu, choose Shadow.   

c. Another pull down menu appears with sections for No Shadows, Outer, Inner, Perspective. 

d. In the Outer group, find the Offset Right. 

e. The title will now have a slight shadow effect to it. 

11.  Character Spacing.  This feature can add space between letters.  To illustrate, continue to select the 
title of this document.   

a. From the HOME tab, find the Font Group. Still keeping the main title selected, Click on the 
dialog launcher for Font. 

b. Two tabs are visible, Font and Advanced. Click on the Advanced tab and Character spacing 
should be one of its options.  See illustration on the next page. (Note:  Sometimes in different 
version of word processing software, there is a tab labeled “Character Spacing.)   . 
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c.  To the left, the second box down is labeled “Spacing.”  
In that box change the choice from Normal to Expanded 
by clicking the down-facing arrow in the Spacing box. 

d.  To the right of the Spacing box, is the word “BY.” Since 
you changed to “Expanding,” there should be a 1 pt 
notation in that box.  Change the notation to 3 pt. by 
using the up arrow in that box.  

 

 

 

 

12. Go to the paragraph on the second page that begins:  After you 
contact us, we will send you:” Bullet the six lines that follow 
that paragraph. 

a. Choose a symbol of your choice but not one that is not one that is already in the Bullet library 
list. (Note:  See the Columns, Breaks, Bullets, Symbols, Numbers Information sheet  page 4 in 
the Extra Credit Folder to find how to select a new symbol.)  

13. Display the ruler.  Find VIEW tab and click on it.  Find the Show Group.  Click in the check box before 
the word “ruler.”  This is a toggle key meaning that you can check in the box to turn it on or click in the 
check box to turn it off.  The ruler needs to be displayed for Step 16.  It will display across the top of 
the screen. 

14. Change line spacing.  On page two of the form, select paragraph “Roundtrip from New York” and the 
four cities underneath it (London, Frankfort, Stockholm, Paris).   

a. Change the line spacing to 1.5.    To do this, start by clicking the HOME tab, and find the 
Paragraph Group.  In the Paragraph Group, click on the dialog box launcher.  

b. On the dialog box that appears, find the Spacing section and the line spacing box.   

c. Click on the down-facing arrow in the line spacing box and choose 1.5 lines. 

d. This creates space between the lines selected. 

15. Select the title “Roundtrip from New York.”  Apply a 16pt. Calibri font and bold it.  Center the title on 
the page.  Enter once to give space between the tabulation and the title. 

16. Setting Tabs. Review the Tabulation Information for this application. 

a.  Selected all four cities and the information that follows the cities.   

b. From the HOME tab, click the Paragraph Group and then click the dialog box launcher. 

c. Click on the box at the bottom of the paragraph dialog box that is labeled “TABS”  
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d. Using the table below type in the tab settings.  Start in the Tab Stop Position: box on the left 
side.  Do not change the Default tab stops. 

 

 

e. Choose the alignment and leaders that are listed and be sure click on SET for each one.   

f. When you are done, you should see all the settings in the Tab stop position box.  If you click on 
any of the settings in that box, you can see exactly what the alignment is and whether there is 
a leader. 

g. Additionally, you should see symbols on the rule bar that represent the information you 
inputted.  The Left Tab setting will look like the letter “L” on the ruler bar.  For right you should 
see a “ backward  L.”. 

h. Once all the information is set, place your cursor before the first city – London.  Press the tab 
key on the keyboard.  The line will shift to the right. 

i. Move your cursor before the dollar sign after the city. Click before the city.   Press the tab key 
again.  The tabulation should again shift to the right and have a dot leader in front of it. 

j. Move your cursor to the next figure.  Click before that figure and press the tab key once again.  
When you are done you should have three columns of information.  Two of the columns have 
dot leaders connecting the information. 

k. Follow the same steps for the other cities, clicking in the same spots.    

17. Move text.  The feature was introduced in an earlier lesson.   

a. On page 2 of the Travel document, find the next to the last paragraph on that page that begins 

with “This book has not been written….” 

b. Select that paragraph 

c. Cut the paragraph. 

d. Move the cursor to just before the first letter in the current first paragraph. 

e. Click on PASTE to insert the paragraph from page 2. 

f. Adjust any spacing as necessary using the Show/Hide key to adjust the spacing. 

18. In the last paragraph that is now on page 2, the last sentence, , change Budget Travel to Your Last 

Name followed by the word Travel. (For example, Wells Travel). 

19. Be sure that Section 4 starts the second page.  This was Step 6. If it doesn’t, insert a page break before 

it. 

20. Spell/Grammar check your document.  There are errors in the body of this document. 

Find the Rubric on Page 5 to check yourself. 

  

Tab stop position Alignment Leader Next click 

.5 Left 1 None Set 

3 Left 2…… Set 

5.5 Right 2…… Set and OK 
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RUBRIC  
 

Check the rubric below to be sure you have completed all the tasks. 
 

Description Points 
Possible 

Changed Subtitle to 14 pt Trebuchet MS 2 

Changed title to 28 pt Trebuchet MS  2 

Applied Shadow Effect to title 2 

Changed Character Spacing to 3 pts. for title 2 

Changed Section Headers to 14 pt Trebuchet MS  

Underlined Section Headers 2 

Applied 6 pt after spacing following headings 2 

Body text remains at 9 pt. 1 

Bullet correctly with symbol from Webdings or Wingdings 3 

Page break before Section 4 3 

Applied tabs correctly to the Roundtrip from New York section 4 

Moved paragraph from one location to another 2 

Change Budget Travel to your  name 2 

Spell/Grammar checked document 3 

Total 30 

 


