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Altering an Existing HTML Document (using Web Authoring Application, i.e. MS Kopozer) 

 

1. Visit ecdlwebediting.weebly.com 

2. Go to the Worksheets & Resources page to download the following resources: 

a. Download the file gates.html and save it in the folder named ‘Worksheets’ 

b. Download the picture bill.jpg and save it in the folder ‘Pictures’ (which folder 

can be found within the folder ‘Worksheets’) 

 

3. Open the file gates.html using KompoZer. 

 

 

Changing Text Style (Headings) 

 

4. Click on the Design tab. 

 

5. Click at the start of the first paragraph, i.e. the paragraph that starts with the text 

“William Henry "Bill" Gates III (born October 28, 1955) … ”. Press Enter. 

 

6. Just before the first paragraph, write the text ‘Bill Gates’. 

7. Select the text which you have just inputted. From the Style drop down menu, select 

‘Heading 1’.  
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Pictures 

 

8. Click at the start of the paragraph that starts with the text “Gates is one of the best-

known entrepreneurs of the … ”.  

 

9. Click on the Image icon.  

 
10. Locate bill.jpg and select it. Use the text: “Bill Gates Image” as alternate text. 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

11. Click OK. 
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12. Double click on the picture to alter its properties. 

a. Click on the Dimensions tab to set the width of the image to 100px and the 

height of the image to 150px.  

 

 
 

 

b. Click on the Appearance tab to align the picture to the right. In order to do 

so, you must wrap the text to left. 

 

 
 

c. Also from the Appearance tab, set the Solid Border thickness of the picture 

to 5px.  

 

13. Click Ok. 
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14. Change the background color to “#FFFF66” and text color to "#000080" by following 

these steps: 

a. From the Format drop down menu, select Page Colors and Background 

 

b. Select Use custom colors 

c. Alter the background to color “#FFFF66” by clicking on the box next to the 

text Background. 

d. Alter the text color to "#000080" by clicking on the box next to the text 

Normal text. 
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Text Formatting 

15. Select the heading ‘Bill Gates’. 

a. Alter the font size to x-large. 

 

 
 

b. Alter the font type to Calibri.  

 

 
 

16. Select the text ‘William Henry "Bill" Gates III’ (from the first paragraph). 

17. Apply Bold. 

 
Text Alignment 

 

18. Select the paragraph that starts with the text: “Gates stepped down as chief 

executive officer … ” 

19. Apply Justify alignment to the paragraph. 
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Page Margins 

 

20. Right click on the <body> tag at the bottom of the screen. 

21. Choose Incline Styles. 

 

 

 

 

 

 

 

 

22. Click on Box. 

23. Set the following: 

a. Top Margin: 60 px 

b. Right Margin: 30 px 

c. Bottom Margin: 20 px 

d. Left Margin: 30 px 
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Indentation 

 

24. Select the paragraph that starts with the text: “Gates stepped down as chief 

executive officer … ”. 

25. Indent this paragraph one tab stop. 

 
 

26. Indent the first line of this paragraph one tab stop further.  

 

27. The result should be similar to the following: 

 
 

 


