WORKSHEET 4

A text-only version of this document can be found in your 'Mes Documents' folder - don't forget to save it as a Word document. Body text is Times New Roman size 12. All 4 margins are 2.5 cm. The title above is Arial size 28. Turn on the Outline style by selecting the title and then Format/Font. Add the border to the title by placing the cursor in the title then choosing Format/Borders and Shading. Choose the style shown here. Note that the border is being applied to the paragraph only, not to the whole page. Put your name in the header and the automatic page number in the footer, as in Worksheet 3.

In this worksheet you will learn how to work with:

Paragraph borders

Selecting text

Undoing mistakes

Using the thesaurus

Using the spell checker

Lowercasing and uppercasing

To format text (bold, double columns etc), it is often necessary to select the text first. TRY each of these ways of selecting text:

To select a word, double-click it

To select a sentence, Ctrl-click it

To select a paragraph, triple-click it

To select the whole document, use Edit/Select All or just Ctrl+A

To select anything else either drag or click at the beginning of the desired section and shift-click at the end.

Note that if you type anything while text is selected then the selected text will be REPLACED so BE CAREFUL! If you make any kind of mistake, choose Edit/Undo or simply type Ctrl+Z. You can undo up to 99 actions in this way. You can redo your actions with Edit/Redo or Ctrl+Y. Select this sentence, accidentally replace it by typing a letter, then undo your last action to bring the sentence back.

Can't find quite the right word? To find words with a similar meaning (synonyms), right-click the unsatisfactory word and choose the desired synonym. Alternatively, for more control, choose right-click/thesaurus or Tools/Language/Thesaurus. Replace the word 'noble' in this sentence with a stronger version. (You can replace with a French word if you happen to be using the French thesaurus.)

Yaw blew genes seam sew knew! Every word in the previous sentence is misspelled but Word will indicate no spelling mistakes because it will find each word in its dictionary! Don't trust the spell check to find every spelling mistake! However, words underlined in red (if this feature is enabled) should be checked for incorrect spelling. Either retype the word or right-click the red-underlined word and choose from the list of suggested replacements (there may be no misspellings in this document). Green underlining indicates a possible grammatical error.

THIS SENTENCE WAS ACCIDENTALLY TYPED WITH CAPS-LOCK TURNED ON. Select the incorrect sentence and then press Shift-F3 repeatedly until the sentence looks correct.

