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

Lesson 13
Editing documents

What does editing mean ……………………………………………………….

………………………………………………………………………………….
Name some things we find in the edit menu……………………………………

…………………………………………………………………………….……

What are the two keyboard buttons are used for deleting what is the difference between them 

1- 
2- 
Open a word document 

Enter some text 
In the middle of this text enter some more text 

Press OVR on the status bar

Again, In the middle of this text enter some more text
What are the two entering text modes 

1- 

2-

Undo Redo and Repeat 
Undo a group of things using [image: image10.jpg]A
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 what is the shortcut for undo………………..
Redo a group of things using [image: image2.png]


what is the shortcut for redo ………………….

Copying and moving text 
you can use the drag and drop method to move text 
move the  first line to the last line 

what do you press and the keyboard to have the drag and drop method copy not move

……………………..

Show the clipboard by clicking ctrl+c twice 

What is the other way to open the clipboard………………………………………..

Cut and copy and paste using the toolbar and the clipboard (Practise all options)

What other ways do you have to cut and copy 

……………………………………………………………………………………

……………………………………………………………………………………

…………………………………………………………………………………….

Insert date from the insert menu

Insert a date field from the insert menu 

What is the difference between the two dates 

Open the insert symbol dialogue box (explore your options)

Open the find and replace dialogue box using the edit menu  

What other option do you have to open this dialogue box……………………..

Use all tabs (find, replace, go to )

Formatting  text

[image: image3]
Fill in the above tree with an example of the types of formatting 

What is the textfont size measured by …………………

What is text font……………………………………….

What is text attributes

Change the font size, font and attributes for any selected text

Change the line spacing and alignment and indent for any selected paragraph 

What type of indents do we have 


[image: image4]
What is an indent …………………………………………………….
What is a tab 

What type of tabs are there…………………………………………………………….

Practise using them (S-B-S 13.9)

What types of page breaks are there? What is the difference between them 

……………………………………………………………………………………………………………………………………………………………………………………………

Specify if there is a shortcut for any kind? 
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Add three things you like press enter after every one 

Select all the things and press one of the following buttons [image: image6.png]



Explain what happened………………………………………………………………………

Using format painter 
Select any text that you feel has a nice format 
Click the following button [image: image7.png]



Select text that you would like to copy this format to.

Explain what happened ………………………………………………………………………………………………

Document Statistics
[image: image8.png]i die 1ouow
Select text that 3
Explain what ha

448 viords

Word Count

Pages
words 415 [py
Characters (no spaces) 2,350

Characters (wth spaces) 2,766
Paragraphs n [
Lines 7

[ tnclude footnotes and endnotes.




To show the “word count”  go to  Tools( word count 
Press the Show the toolbar button 

type text in the  document 

press recount button 

explain what is the use of this feature ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Spelling and grammer 
What does a wavy green line under a word in a document mean…………………………..
What does a wavy red line mean …………………………………………………………..

Why is your name a spelling mistake ……………………………………………………………………………………………….
What does every button in the following picture do :
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………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Make sure the check spelling while typing is set on by going to tool(options(spelling and grammar

Prepare document for printing 

What is portiat orientation ?
What is landscape ?

Change your page orientation to landscape

Change the size of the margins by going to                   file(page setup 

Show print preview                                                       file ( print preview

Choose the correct printer and press print                     file ( print 
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