Review Notes for Test #2 (Word 2010)

· Desktop, taskbar, icon, shortcut menu
· Dialog box
· Keyboard shortcut
· Mini toolbar
· Backstage view, print preview, live preview
· Read-only, enable editing
· Ribbon: tabs, groups, commands
· Quick access toolbar
· Format painter
· Compress file: .zip file extension
· Wordwrap
· Text effect
· Select and deselect text and image
· Document property
· First line indent, hanging indent
· Formatting marks: tab, line break, paragraph break, page break, section break, column break
· Line spacing between lines, before/after spacing between paragraphs
· Margins
· Paragraph alignment: left, right, center, justify
· Select the entire document, paragraph, sentence, word
· Status bar
· Toggle buttons
· Table: design, layout
· Move around the table
· Add new rows in a table
· Enter text in a table, line spacing in a table
· Use tab within the table
· Table size, border, gridline
· Merge and split cells
· Create a new document
· Green/red wavy line
· Thesaurus
· MLA style
· Document header/footer
· Mail merge: main document, data source
For practical problem:
[bookmark: _GoBack]Format font, font size, font color; insert/resize clip art; set tabs/margins/line spacing/before and after spacing; text alignments; insert/resize/center table; insert bulleted list; header/footer; spell check.
