Grade 6 ICT Worksheet – Applying MS Word Features
Instructions
You are going to create a short mini report about your favorite sport using Microsoft Word. Follow the steps carefully and make sure your document looks neat and professional.
Steps to Complete the Task
Add a Header and Footer.
   - In the Header, type: Grade 6 ICT – Word Features Practice.
   - In the Footer, insert Page Number at the bottom center.
Add a Title and Format It.
   - Type the title: My Favorite Sport.
   - Center it on the page.
   - Change the font to Harrington (Heading), make it Bold, size 20, and color Dark Blue.
Insert an Image.
   - Press Enter twice under the title.
   - Go to Insert → Pictures → Online Pictures.
   - Insert a picture that represents your chosen sport (e.g., your favorite player, flag of your favorite sport).
   - Resize it neatly and center it.
Write a Paragraph and Add a Drop Cap.
   - Press Enter twice below the image.
   - Type a short paragraph (5–6 sentences) describing your favorite sport.
   - Highlight the first letter of your paragraph and apply a Drop Cap (Dropped) style from the Insert tab.
Format Your Text.
   - Change the paragraph font to Times New Roman, size 12.
   - Use Italics for the country name when it appears.


