Word Processing Internet Hunt by Cindy O'Hora

Directions: Use the linked words provided to find the answers to the questions. Use the Back button of your browser to return to this page. OR Hold down on the mouse with your cursor on the Back button. You'll get a menu that lets you drop back several pages. printer friendly
1. Write the keyboard method for inserting the copyright or trademark symbol in your Word documents.

2. List five ways to select text in a word processing document.

3. Halfway through your first novel you decide to change the setting from your hometown to NYC.  You could read through all 250 pages and change all the Smalltowns to NYC. What word processing feature can you harness to make this change much easier?

4. What is the advantage of using a soft return in a document?

5. Your boss points to the first sentence, of the first paragraph, of your newly made company newsletter.  She directs you to drop cap right there. You promptly drop your soda bottle top on the floor.  She gives you a funny look.  What does she mean by the term “drop cap”?
6. A double return is too much space between your paragraphs. A single return too little.  What is a wp’er to do?
7. Your mom notices your are deleting the hard returns you used to force the start of a new page for the bibliography of your term paper.  She wisely says, “You should have used a page break instead.”  How do you make a page break?  When should you use one?
8. Did you notice the typing error in question 7?  I did spell check this.  Why was it missed?
9. Word processing has changed many old “rules” of typing. According to the MLA Style Handbook, how many spaces should you insert after punctuation?

10. Review these tips for Word.  Type one that is new to you.

