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MICROSOFT WORD | PRACTICE EXERCISE 1. Change the font style of your name to Arial.
Change the font size of your name to Close Word and save your changes. . APDF document
that guides you through basic commands and features of Microsoft Word for academic papers.
Learn how to format text, insert date, page numbers, footnotes, headers, . Explore top gifts -
Shop stocking stuffers. This document contains 15 multiple choice questions about performing
various formatting tasks in Microsoft Word such as justifying paragraphs, changing line
spacing, inserting numbering, tables, headers, footers, watermarks, equations, setting page
layouts, formatting text, and more. MS Word Exercises Exercise 1 1. Type the document given
below in Microsoft Word. The document contains five paragraphs. a. The first four paragraphs
are aligned in the way described within the paragraph. The spacing before each of these four
paragraphs is 10 points. b. The last paragraph is indented from the left edge by ” and contains
a. Sep 8, - Learn how to create lists, format text, save documents, and collaborate in Word and
Download exercises and practice files from the class page or Google Docs. A PDF document
with practice exercises for Microsoft Word users. Learn how to use copy, paste, cut, insert,
format, and resize pictures, text, and borders in Word. Try it: Insert two new pictures from
ClipArt into Microsoft Word. Next to each picture, write what it is. Select ONE picture, go to
Cut. Open a new blank document and go to Paste. You do NOT have to save these practice
files. Microsoft Word Practice Exercises Page 1 Beginning Microsoft® Word: Practice 2
Objectives: The learner will be able to: 1. Purpose The purpose of this practice exercise is to
help prepare you to complete the Word and Excel Assignment. This exercise requires you to
use the following: Microsoft Excel for creating tables, scatter plots, and completing data
analysis. Microsoft Word for creating a summary document containing the results and
discussion from two Excel.
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