Lesson 4.2 A Word Processing






Activity 4.2 A-1

Directions:  Read each sentence and complete it with a word(s) from the box. Drag the letter to the line.

1. _______ is a computerized method of writing, editing, saving and printing text.


2. Entering text in a word processor allows for easy ____  & ________

3. A___________ is anything produced using a word processing program.


4. ________ files enables the user to retrieve documents for use at a later time.


5. A _________ is a list of options from which a user can choose a command.

6. _______ in word processing are often shortcuts a user can click instead of a pull down menu.


7.   _____ ________adjusts the words on a line according to the prescribed line length.   This feature automatically places the word in the correct place.

8. _______ & __________is to highlight one section of text, leave it unaffected where it is, and move it to another position.

9._____&_______ is to highlight one section of text and move it to a different location.


10. ____________ is to eliminate text completely, permanently


11.__________ is to make changes.

12. __________ is to add text.


13. ___________is to move the screen up or down, left or right.


14. A _____________ allows the user to replace words with synonyms or antonyms.


15. _________ refers to the style and layout of the text.

16. The _______command makes words dark.


17. The ________command makes the words slanted.




To finish:  
(1)  Proofread the answers  =  6 pts. Each

(2) Insert a header

(3) Delete all directions and colored areas

(4) Print

(5) Remember:  When closing the document don’t save when the computer asks
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