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Review for TEST

1. What is the command menu at the top of each document called in Microsoft Word 2007? (Hint: Rib***)
2. Explain three ways you can select a word.

3. Explain three ways you can select a paragraph.

4. Explain three ways you can select the entire text in a document. 

5. Name three or more types of text enhancements?

6. How many blank lines are there in double spacing?

7. How many times do you hit the enter key for double spacing? (if you are in single space mode). 

8. Name the four ways can you align text horizontally.  (HINT: Which door #)

9. If the text is typed all the way to the right, what kind of alignment is this?

10. Most books, newspapers and magazines are aligned how?

11. How should the text be aligned in a column if there are only numbers in the column, especially if there are decimals?
12. The symbol fx means what?

13. Define subscript?

14. Define superscript?

15. The standard, or default, margin is how many inches?

16. Explain the three methods you can MOVE text from one place to another in a document.

17.  Explain the two ways you can find (or find and replace) text in a document.

18. What does the F7 function key do?
19. Explain three ways you can do a spell check?

20. What is a header?  What is a footer?

21. The date at the bottom of this page is in the header or footer?

22. My name, Mr. Corlett, at the top of this page is located in the header or footer?

23. What is automatic page numbering? 

24. What is a list?

25. Name three kinds of list that we learned.

26. This review sheet was probably created using what kind of list?

27. What does the key combination of Shift-F7 do?

28. What is a thesaurus?

29. What is another name for using words that are similar in meaning?

30. Explain three methods of using the thesaurus.
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