Review Notes for CIS 146 

Exam #2 MS Word
Default margins in Word are 1.25" left and right, and 1" top and bottom

What does a red wavy underline mean in Word? The word is not in Word's dictionary

When computer is turned off, everything stored in RAM is lost.

Word wrap? Automatic movement of a word and the insertion point to the next line when it would otherwise not fit.

Remove a highlight? click the mouse button

Undo - cancels a recent command or action

Redo - undoes a recent Undo

What are the default tab stops in Word? Left aligned tabs every half inch

Wizard - asks questions and uses the answers to the questions to perform a task

Clipboard - temporary Windows storage area (Cut, Copy, Paste)

Headers & Footers - something at the top or bottom of every page. Visible only in Print Layout View (not in Normal View)

I-Beam - mouse pointer when the mouse is over a text area

Insertion Point - blinking vertical line which indicates where the next character you type will appear

72 Points = 1 inch (72 point type will be approx. 1 inch tall)
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 = paragraph mark which is a nonprinting character that indicates ENTER was pressed

When do we press the ENTER key? 1. to insert blank lines, 2. begin a new paragraph, 3. terminate short lines

Default alignment for paragraphs is: LEFT aligned

Bold, Underline and Italic buttons appear recessed when the feature is on - ie: if the selected text is underlined

To resize a graphic, first click it to select it, then drag one of the sizing handles

Save vs. Save As: Save updates the file and overwrites the original file without prompting user. Save As allows the user to specify a different file name, type, location, drive, etc. Save As makes an additional copy of the original file.

Overtype mode replaces existing text as you type. Switch between Insert mode and Overtype mode by double-clicking OVR on the status bar or pressing the Insert key on the keyboard.

Line break - (SHIFT + ENTER) moves the insertion point to the next line without ending the paragraph (ie: without another bullet)

Tabs - used to vertically align text in a document

First Line indent marker 
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 used to automatically indent the first line of each paragraph - drag it to the right to automatically indent to that point in each paragraph.

Hanging indent marker 
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 used to automatically indent subsequent lines of a paragraph that wrap to the next line.

In the Zoom Box, click Page Width to display both left and right margins in the document window as large as will fit.

Hyperlink is a "hot spot" that allows you to jump to another location (usually on the web). Insert a hyperlink into a Word document by just typing the URL (web address) and Word will automatically format it. Or, we can select text, then click on Insert Hyperlink button 
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. This will convert the selected text to a hyperlink.

To save a Word document as a web page, click on File, then click Save As, then click on Save as type drop down list and pick Web Page (*.htm; *.html).
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Save documents several times while typing since: 1. The power may blink, 2. computer might freeze up, 3. may accidentally erase something important.

Backspace key - erases to the left of the insertion point.

Delete key - erases to the right of the insertion point.

Hard return is when the user presses the ENTER key.

Soft return is when the computer automatically breaks a line of text. Soft returns will automatically change based on margin or font changes.

Header - text you want printed at the top of every page in a document.

Footer - text you want printed at the bottom of every page in a document.

Zoom feature controls how much of a document displays in the document window.

AutoCorrect is a feature which automatically corrects misspelled words as you type.

Hard page break is used to force the start of a new page (CTRL + ENTER).

Soft page break occurs when the new line will not fit on the current page.

Font is a style (shape or appearance) of letters, numbers and characters.

Bullet - small circle positioned at the beginning of a paragraph.

Print Preview - used to see how a document will look, including headers and footers.

Cut and Paste - move paragraphs more than one page.

Drag and Drop - move paragraphs a short distance.

Clipboard - temporary storage area used to copy or move text or graphics.

Hard copy - a printed version of a document.

Soft copy - saved or electronic copy of a document.

Template - pattern or blueprint for a document.

Office assistant - will point out ways to perform tasks more easily with step by step instructions.

Context sensitive help - immediate information about how to use specific topic, tool, or feature selected.
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