Word for Beginners IV
Review Sheet

One or Two New Things

Insert Symbol

Insert Text Box

Find/Replace

Reference Tools
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1. selection before action

2. there are many ways to do almost any function in Word

3. use the Help (F1) if you are stuck

Things We Have Learned to Do
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bold italics underline and combinations

different font faces and sizes

indenting a line

· making a 

· bulleted list

· with fancy bullets

I. making a numbered list

II. with roman numerals

	Inserting a table
	To line up rows

	With one column
	Wider than the other


Things We Have Learned to Find

· The "show paragraphs" button

· The "print multiple pages on each page" printer feature

· The way to Undo something with the keyboard, menu, or toolbar button

· Where to make it STOP auto-numbering and fixing our spelling/grammar

· Where to make the green underlining go away


Thank you for coming

have a really great 

holiday next week!

inserting a picture








don't forget drop-in time Tuesdays 2:30-5


