1. Place your name in the header. Centre text
2. Convert to landscape, and save as your name.

3. Place the picture to the top of this page so that you can still read these three instructions.
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4. Set the page margin to top 2.5 cm, bottom 2.5 cm, left 3.5 cm and right 3.5 cm.

5. Place a border around the page and insert a page number in the footer (format page 2 of 3).

6. Key in the text given on the sheet and perform a spelling check.

7. Indent the first line 1cm

8. Replace I with one.

9. Underline the second line and bold the third and fourth word.

10. Set the font of the complete document to Arial size 12.

11. Set the line spacing to 1½.
12. Delete the word again wherever it appears. 

13. Insert this sentence. Information Technology Skills, Assignment 3, B10135.(Red and Italic).
14. Delete instructions 4-14. 

15. Print preview the document, and proof read it.

16. Print the document and sign and date it.

Key in the following text.

Last week I went to the bank again. They told me that my currant account was in arears to the sum of €10-3 . I informed the Clerk “to check my details again” and send me a statiement. HE called the mananger again and we had a polite conservation about the death of the celtic tiger and my repayment options. I realy regret having a credit card. 

