Word Test Study Guide #2
Formatting Text, WordArt, Margins, Tabs, Header/Footers
KNOW
· Microsoft Word Layout

· Relationship between Ribbon, Tabs, Groups

· Difference between a Serif font & a Sans Serif font

· The unit font is measured in

· Steps to using the Format Painter

· What is a Gallery

· How to Sort information

· How to create a bulleted or numbered list

· The 2 ways to Increase & Decrease an Indent level

· How the mouse changes with the Format Painter

· How the mouse changes with the Highlighter

· The two ways to highlight text

· How to clear the format of a word

· The purpose of Show/Hide

· Various Show/Hide marks

· Five types of text alignment and uses of each

· How to change Line Spacing

· Where Line Spacing is added to text

· How to add Shading to text

· How to add Borders to text and to the page

 
How to change Page Orientation

· When the Format WordArt tab is visible

· How to insert WordArt

· What to do if WordArt won’t move around

· The purpose of the handle around a WordArt

· How to change Fill Color & Line Color

· How to edit WordArt’s 3-D appearance

· How to edit WordArt’s shadow

· How to edit WordArt text

· How to change the WordArt text Direction
· How to change indents

· Two ways to edit the Margins

· How to edit the Header / Footer

· What a Hanging Indent is

· What a First Line Indent is

· How to add Tabs & remove Tabs
· The difference between the various Tab Marks

· What a Leader is & how to add it
· Know which tabs various functions are located under

· How to get into & out of the Header/Footer

· [image: image1.png]gyt

Document1 - Microsoft Word

- = x
Pagelajout  References  Mailngs  Review  View @
% == Mrina-
ﬂ Tmes NewRoman <12+ | & &°|[25] AaBbCel AaBbC: AaBbCc 2 Reploce
Pt o [B 7 U -dex x M| ¥-A| B TNoSpaci..  Heading  Heading2 - Nerog
Cipboara & shyes eating
How to add Shading to text

Howto add Borders to text and to the page
Howto change Page Orientation

When the Format WordArt tabis visible
How to insert and move WordArt

The purpose of the handles around a WordArt
How to change Fill Color & Line Color
Howto edit WordArt’s 3-D appearance
Howto edit WordArt's shadow

Howto edit WordArt text
How to make WordArt vertical
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How the mouse changes with the Format Painter
How the mouse changes with the Highlighter
How to clear the format of a word
‘The purpose of Show/Hide
Various Show/Hide marks
Five types of textalignment and uses of each
How to change Line Spacing
Where Line Spacing is added to text
How to add Shading to text]
How to add Borders to text and to the page
How to change Page Orientation
‘When the Format WordArt tab is visible
How to insert and move WordArt

‘The purpose of the handles around a WordArt
How to change Fill Color & Line Color

How to edit WordAt’s 3-D appearance

How to edit WordAt’s shadow

How to edit WordArt text

How to make WordArt vertical

How to change indents
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Know what these do:
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- How to Sort information
- How to Find and/or Replace text
- How to create a bulleted o numberedist
- The 2 ways to Increase & Decrease an Indent level
- How the mouse changes with the Format Painter
- How the mouse changes with the Highlighter
- How to clear the formatofa word
- The purpose of Show/Hide
- Various Show/Hide marks
- Five types of textalignment and uses of each
- How to change Line Spacing
- Where Line Spacings addedto text
- How to add Shadingto text
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- How to edit WordArt’s 3-D appearance
- How to edit WordArt’s shadow

- How to edit WordArt text

- How to make WordArtvertical

- How to change indents

- Two ways to edit the Margins

- How to edit the Header / Footer

- Whata Hanging Indentis

- Whata First Line Indentis

- How to add Tabs & remove Tabs

- The difference between the various Tab Marks
- Whata Leader is & howto add it
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- How the mouse changes with the Highlighter - Two ways to edit the Margins
- The two ways to highlight text - How to edit the Header / Footer
- How to clear the format of a word - What a Hanging Indent is
1 - The purpose of Show/Hide - What a First Line Indent is
- Various Show/Hide marks - How to add Tabs & remove Tabs
- Five types of text alignment and uses of each - The difference between the various Tab Marks
M - How to change Line Spacing - What a Leader is & how to add it
- Where Line Spacing is added to text - Know which tabs various functions are located
- How to add Shading to text under

- How to add Borders to text and to the page
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