W200: Kurt Richter (Instructor):

2
Assignment: Microsoft Word Notes

Name____________________________________________________

Section # :_________

Instruction: Print this page and write answers by yourself.

1. Saving Word Documents (What are the different ways to do this…at least 3 (!) and where should you do it?):

2. How do you retrieve a document?:

3. Describe the process for quickly formatting text:

4. Describe the process for making complex text formats:

5. How do you access the drawing toolbar…and list 5 things that you can make with the drawing toolbar:

6. What is the purpose of Word Art…and how do you make it?
7. How do you create a table like this (Note: there are some shaded and some un-shaded borders.  Use the toolbar and describe the steps precisely):

	
	

	
	


8. Describe the process of making a figure like this:


[image: image1]
9. How was the color yellow added to the square above?
10. What is the purpose of the following:

Headers:

Footers:

Pagination:

***Why do we use them?

11. Text can be “justified”.  What are the most common types of justification?

12. How can you change the spacing of text from single to double?

13. What happens in the Preview view?:

14. How do you use Word Checker:

