Chapter 9: Word Processing

Name:      
Date:       
Class:      
Digital Workbook
1.
Use Basic Text Editing and Formatting
A. Explain the difference between copying and cutting text.

     
B. To       text is to insert cut or copied text in a new location. 

C. To use the Format Painter feature, click the button that looks like a(n)       found on the Standard toolbar.

2. 
Use More Advanced Editing and Formatting
A. The default line spacing in Microsoft Word is      -spaced formatting. 

B. In the Spelling and Grammar window, words displayed in red are      . Words displayed in green indicate      .

C. To use the Spelling and Grammar feature, select the       menu and choose. 

D. In Word, page orientation can be switched from a tall, vertical layout called       to a wide, horizontal layout called      .

3.

Add Headers, Footers, Bullets, and Numbering
A. A(n)       is an area for text or other objects that will appear at the top of every page in a document. A(n)       is an area for text or other objects that will appear at the bottom of every page in a document. 

B. Page numbers are often included in the      . 

C. To insert the date and time into a header or footer, switch to Header and Footer view, select the       menu and choose      . 
4.
Create and Edit Tables

A. A(n)       extends up and down a table.

B. A(n)       extends across a table.

C. A(n)       is the intersection of a column and a row in a table.

D. Name two ways to create a table in Word.

     
     
5.

Create Business Forms

A. When a business performs a service or delivers a product, it sends a form called a(n)       to the customer stating the amount owed.

B. To       is to combine two or more cells in a table to create one cell.

6.

Dictate Letters with Speech Recognition

A. Business stationery that has a company’s logo and address information already printed at the top is called      .

B. Business letters are usually formatted in       style.

7.
Create and Edit Text Boxes

A. Text boxes are graphic objects like WordArt, AutoShapes, and clip art that can be inserted from the       toolbar. Text Boxes can also be created by selecting the       menu and choosing      .

B. Name a reason you would want to put text in a text box.

     
8.
Insert and Format Graphics

A. Electronic illustrations that can be inserted into a document are called      . 

B. To format an image so that it will float above the text and move freely within a document, right-click the image, navigate to the Format Picture window, click the       tab and select      . 

9. Use a PDA for Word Processing

A. Word documents on a PDA can be easily       to another PDA.
B. Simple formatting features, such as       and      , can be used on most PDAs with a word processing document.
10. Use Online Forms and Templates

A. List three common types of business forms. 
     
        
     
B. When you have located a template that you want to download, click the       button.
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