Microsoft Word Unit Exam Review

Content Review:

· Concepts Reviews

· Lecture Notes

· Assigned reading from textbook

· Microsoft Word activity on webpage
Performance Skills:

· Block style business letter: where to place elements and correct formatting

· Bulleted list

· Clip Art

· Cut, Copy, and Paste

· Find and Replace

· Format paragraph: left-aligned, right-aligned, centered, or justified

· Format text: font, font size, color, bold, italics, and underline

· Header and Footer

· Indenting Text

· Line Spacing

· Margins

· Nonprinting Characters

· Online Help

· Page Border

· Page Breaks

· Page Orientation

· Paragraph Space Setting

· Print a document

· Save a document

· Scaling Pictures

· Special Font Formatting

· Spelling and Grammar Check

· Symbols

· Thesaurus

