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#21-30:  Fill in the blanks with the correct selection from the Menu Bar.  Use your mouse to explore your options. 

21.  To change the way your text looks, click on Format-_____________________.

22. To print your document, click on _______________ - print.

23. To Double Space your paragraphs, click on Format-_____________________.

24. To Insert the Date, click on _______________ - Date & Time.
25. What do you click on to put Page Numbers at the bottom of your page? _________________ - ____________________

26. To check your spelling on your document, click on _________________ - ___________________

27. To place Clip-Art on your document, click on _________________ - ____________________- ________________________.

28. How do you save your document? ________________________________________ ____________________________________________________________________ ____________________________________________________________________

29. When you are typing, always continue to type past the end of the line to go to the next line.  Only when you start a new paragraph do you hit the _______________ key on your keyboard.  Hit __________________ to indent that paragraph.

30. Describe or name the bar where can you locate exactly where your cursor is on your document? __________________________________________________________ ___________________________________________________________________ 

Name: __________________________


Period __________ Team __________





Introduction to Microsoft Word





Open Microsoft Word and find these items. 


#1-10 are Toolbars.  Name each one.
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#11-20 are Buttons.  Use your mouse to hover over each to label them.











