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Perform the following; learn as much as you can while performing:

Lesson 12

Creating documents

· Open a word document.  what is the name of the document ………………………

· Click the new document button [image: image11.jpg]A
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. What is the name of this document………… 

What do you conclude :……………………………………………………..
The setting for these documents now are known as …………..….. settings

Entering text in a document

· Type three sentences without using the enter key 

What happened to the text at the end of the first line……………………….

What do we call this feature …………..………………………….

Moving through the documents

What do you see in the window that helps you move around the document :

…………………………………………….

…………………………………………….

…………………………………………….

· Look at table 12-1 page 228 . Practise using the keyboard shortcuts.

Selecting text

What do the following shortcuts do :

Ctrl+A………….…………………………………………………

Click-shift-click…………………………………………………..

Ctrl + clicking………………………………...…………………..

What can you do to deselect …………. ……………………………………..

Displaying non-printing characters

· Display non-printing characters by pressing the show/ hide ¶ Button [image: image2.png]


 

What do the following symbols represent :
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………………............................................
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…… ……..…………………………………
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………… …………………………………....

Why do these symbols appear after slicking the show/hide ¶ button……………. ……………………………………………………………………………………

Changing views

Name and Switch between the different views in Microsoft word . State the usage of these views [image: image6.png]
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· Change the zoom option by going to view (zoom (choose any you like and understand all what is in the dialoge box that shows)

Using track changes and comments 

· Show the reviewing toolbar 

· Insert a comment to your document [image: image7.png]



· Press track changes[image: image8.png])




· Change the track changes setting from tools(options(trackchanges

· Delete and insert some text 

· Accept changes [image: image9.png]



· Delete the comment [image: image10.png]



