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Microsoft Word Notes
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1. What is the name of the word processing application we are use in class?  ______________________________________
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2. Draw the icon for that application here:  

3. What is the top bar on the screen called?


4. What two things does this bar tell you?

5. What are the four alignment choices for your text?   _______________,  ______________, _____________,    ______________________. 

6. The user interface for Word (and Excel and Power Point) are divided into ______________, ____________________, and _________________________.
7. How do you change margins using the page layout ribbon?  ___________________________
 __________________________________________________________________________
8. When a document is wider than it is tall, its orientation is _____________________.  

9. When a document that is taller than it is wide, its orientation is ______________________

10. What is the name of the ribbon that shows most commonly used icons found in most programs?    
11. How do you change the information on the Quick Access Tool Bar?  _______________
_____________________________________________________________________/         
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12. Draw the Print Preview icon from this bar.  

13.  How do you open a new document? ________________________________________
14. To format mean to__________________________________________________.
15. Which group on the Home Ribbon allows you change spacing or add bullets to your document?  _____________________
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16. Draw the Line Spacing Icon from this group  
17. What is the bar at the bottom of the screen called?  _____________________________
18. If three documents are open, how can you tell when a document is “active?” when looking at the task bar?  ______________________________________________________________
19. Why do we have scroll bars?  __________________________________________________
	
	
	
	


20. Draw the 4 view buttons (lower left side of screen).  
21. Where is the status bar?

What are the numbers found there?
_______________________              _____________________________________________
22. When typing a document, what happens when you press the enter key? _______________
____________________________.  This is called a ____________ return.

23. If you don’t press enter at the end of a line and the text continues typing at the beginning of the next line this is called ________________________.

24. A red wavy line under a word like this example                        means:  

25. A green wavy line under a word or words like this example                                                means:  _________________________.

26. This is an example of the _______________________

27. How do you save a document for the first time?

28.       What is the fastest way to save a document after it has been 
 previously saved?
29. What should you always do before printing a document?

30. What are the two acceptable ways we print in this class?

31. What happens when you Right Click on the mouse?
32. When you choose the COPY command, where is the information held?________________


33. Draw the Icon for the Format Painter              What does the Format Painter do?  ________
_______________________________________________________________________

Fill in the option and path for the following terms?

	
	Term
	Ribbon, Group and Path

	34. 
	Margin
	

	35. 
	Replace
	

	36. 
	Ruler
	

	37. 
	Undo
	

	38. 
	Header & Footer
	

	39. 
	Textbox
	

	40. 
	Column
	

	41. 
	Tabs
	

	42. 
	Borders & Shading
	


43. To change the layout of your page from portrait (vertical) to landscape (horizontal) you would

      use the _________________ and ____________ _____________ menu option and path.

44. What does Track Changes do?  ________________________________________________.


45. Why would one want to restrict editing access to a document?_________________________
__________________________________________________________________________
