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1) Selection     (Selection Project(s) completed______________t.i.____________date____________)   

Why do we use selection? .________________________________________________________________

_________________________________________________________________________________________

Explain 1 way to select a single word. ___________________________________________________________

_________________________________________________________________________________________

What does Ctrl + A do? _______________________________________________________________

_________________________________________________________________________________________



2) SpellCheck and AutoCorrect    (Assignment completed date________teacher’s initials________)


What does Word do to show you a word is not in its dictionary? ______________________________________

_______________________________________________________________________________

How do you tell Word to put a word in its dictionary? _____________________________________________

_______________________________________________________________________________

What are the first 5 autocorrect options in the Autocorrect dialog box?

1. _______________________________________________________________________________

2. _______________________________________________________________________________

3. _______________________________________________________________________________

4. _______________________________________________________________________________

5. _______________________________________________________________________________

3)Bulleted and Numbered Lists   
(Assignment part A (Bullets) completed date_____teacher’s initials____)(Assignment part B (Numbering) completed date_____       

teacher’s initials____)                                                    


[image: image1]What is the menu path to the Bullets dialog box? _________________________________________________

How do you tell the computer to continue the numbering from before? _________________________________

__________________________________________________________________________________________

4) Find/Replace (Assignment completed date________teacher’s initials________)  


What does find do? _________________________________________________________________________

What does find/replace do? __________________________________________________________________

5) Columns        (Assignment completed date________teacher’s initials________)




6) Outline    (Assignment completed date________teacher’s initials________)



[image: image2]

7) Headers/Footers     (Assignment completed date________teacher’s initials________)


What is a header? ___________________________________________________________________________

What is a footer? ___________________________________________________________________________

What is the menu path to edit the headers and footers? _____________________________________________

List 8 autotext choices for the header
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8) Labels/Envelopes – Labels/Envelopes Project(s) completed_______t.i.____________date____________)   

What is the menu path to Envelopes and Labels? ________________________________________________

Where do you tell the computer what company made your labels? ____________________________________

How do you make a page of blank labels you can then type on?_______________________________

_________________________________________________________________________________________



9) Pictures     (Assignment completed date________teacher’s initials________)


(Note: Earlier versions of MSWord will not allow you to rotate most pictures)

What is the menu path to insert a piece of clip art?   ___ ______________________________________

What are the different choices for wrapping styles? ________________________________________________

What setting will let you easily see text on top of a picture? ________________________________________



10) Tables                                         (Assignment Part 1 completed date________teacher’s initials________)

(Assignment Part 2 completed date________teacher’s initials________)

What is the difference between rows and columns? ____________________________________________

How do you sort the information on your table alphabetically? ______________________________________



11) Printing

What is the menu path to print? _______________________________________________________________

What is different about the printing order if “collate” is checked? _____________________________________
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How do you get out of Print Preview mode?_________________________________________________

Name three Send To choices that require Microsoft Outlook?

1_____________________________________________

2_____________________________________________

3_____________________________________________

The points for these projects are recorded on your class contract.

WORD Mini-Project #1 - Chart #1 – 

Chapter 2 Summary 
1 point

WORD Mini-Project #2 Chart  #2 –

Chemical Formulas of Common Substances
1 point

WORD Mini-Project #3 Chart  #3 – 

The Cell as a Factory
1 point

WORD Mini-Project #4 - Formatted Bulleted List – 

How to Become an Early Riser
1 point

WORD Mini-Project #5 

Business Complaint Letter
1 point

WORD Mini-Project #6 

Cover Letter for a Resume
1 point

WORD Mini-Project #7 

Sample Student Resume
1 point

WORD Mini-Project #8 Research Paper Outline #1 –

The Benefits of Running
1 point

WORD Mini-Project #9 Research Paper Outline #2 – Children and Television Violence
1 point

Sketch the columns button
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Sketch (draw a picture of) the Bullets button
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Sketch the Numbering Button�
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Sketch the Insert Increase Indent button. 
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Sketch the Insert Decrease Indent button
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Sketch the Insert Page Number button. 














�
Sketch the Insert Number of Pages button











          �
Sketch the Switch between Header and Footer button
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What are the 7 choices of what to print?


1__________________________________________


2__________________________________________


3__________________________________________


4__________________________________________


5__________________________________________


6__________________________________________


�
What are 5 different sizes of paper shown on the scale to paper size combo box?


1__________________________________________


2__________________________________________


3__________________________________________


4__________________________________________


5__________________________________________�
�



Draw a sketch of the Multiple Pages button in Print Preview
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Draw a sketch of the Shrink One Page button in Print Preview
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