ADVANCED COMPUTER APPLICATIONS
BASIC SKILLS REVIEW STUDY GUIDE
1. Know the parts of the Word Screen[image: ]
2. Inserting WordArt
3. Inserting clipart.
a. Adding Effects
b. Changing Text Wrapping
4. Inserting Shapes
a. Adding Borders
b. Changing color
c. Adding Texture
d. Adjusting text wrapping
5. Page Layout
a. Change the background color of the page
b. Apply a page border
c. Change the orientation
d. Adjust the margins
e. Adding shading & borders to parts of the page
6. Create columns
a. Adjust column width
7. Alignment
a. Left, right, center, justify
8. Tab stops
a. Tab stop button
b. Add tab stops
c. Remove tab stops
9. Indents
a. Left indent
b. Hanging indent
10. Changing the order of clipart, wordart, or shapes
11. Bulleted List
a. Creating a custom bullet
b. Numbered bullets
12. Images
a. File extensions
i. .jpg or.gif
b. Saving images
c. Editing images
13. File management
a. Creating folders
b. Organizing files
14. File extensions
a. Word - .docx or .doc
b. Excel - .xlsx or .xls
c. PowerPoint- .pptx or.ppt
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