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Label the parts of the Word Screen:
a)

b)

c)

d)

e)

f)

g)

Define:

Word wrap-

Thesaurus-
Draw:

Space Mark-

Paragraph Mark-

Tab Mark-

How does word identify a mis-spelled word?
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What are the labels above?

1)

2)

The save as box is called a ____________________ box.

What are the default margins?

Right:

Left:

Top:

Bottom:

How do you fix a mis-spelled word?

Complete the practice at:

http://office.microsoft.com/training/Training.aspx?AssetID=RP100140091033&CTT=6&Origin=RC100140951033

Exercises:

1) Complaint Letter

2) Entertainment Critic

3) Vacation

4) Flyer
a


b


c





d
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