Microsoft Word Exercise One

Character Formatting

Font Types

Add 10 different types of fonts below and display them in their own style.
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Font Sizes
Courier is an example of a monospaced font while Arial is an example of proportional font.  Format the following sentences in both Arial and Courier.
This sentence is typed in proportional fonts.

This sentence is typed in monospaced fonts.

Character Styles

Format the following words using their descriptions.
Underline

Bold & Underline

Small Caps

SubScript

Strikethrough

Cutting, Copying, and Pasting Text

Name 3 ways to cut, copy and paste text in a Word document. 

1.

2.

3.

Spell Check

Use the Spell Checker to edit the following paragraph finding all typing errors.

Unemployed IT workers who play vido games to pass the time and ease their stress could be letting a job opportunity slip through their console-punching fingers. The technology industry has been hamered as far as new job opportunities go. But the gming industry, which is slated to ring up $19.8 billion in video-game software and $10.6 billion in hardware retail sales worldwide for 2002, according to investment banking firm Weber Morgan Securities, is in a hiring boom rght now, and companies ar looking for techies with a creative soul.

Find and Replace

Copy and paste the previous paragraph into the space below.  Use the “Find and Replace” function to replace the word “job” with the word “employment”.
Questions

1. What is the difference between Mono-spaced and Proportional Fonts?

2. For what purpose would the “Strike Through” format be used in a document?

3. Why would Spell Check not catch all spelling errors for the word “wood”?  How can these errors be avoided?

