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WHAT DO I REMEMBER ABOUT WORD?

1. How to open word?

2. correct errors?

3. use undo and redo?

4. save a new document?

5. “save as” a document?

6. close and exit?

7. work with show/hide marks?

8. preview and print a document?

9. correct spelling as you type?

10. correct grammar as you type?

11. use grammar and thesaurus?

12. use autocorrect?

13. align text horizontally and vertically

14. format a business letter?

15. insert date and time in a document?

16. change case in a document?

17. use uppercase mode?

18. set tabs?

19. shrink to fit

20. full screen view?

21. create envelopes

22. create labels

23. use proofreaders’ marks?

24. use overtype mode

25. cut and paste?

26. drag and drop editing

27. move a paragraph?

28. use the clipboard?

29. open “read-only” document

30. basic search to find a file

31. document properties

32. print files without opening them?

33. format painter?

34. highlight text

35. use symbols

36. bullets?

37. sort?

38. spacing?

39. indent text

40. page orientation?

