MICROSOFT WORD EDITING EXERCISES

Exercise 1

Follow these instructions to practice your editing skills.
Enter your name here:  

*Right* justify this line. 

Cut this line and paste it at the bottom of this page
Center this line. 

Convert this line to bold face 

Convert this line to italics. 

Underline the word underline where it appears in this sentence. 

Change the font in this line to Times New Roman and change the size to 28. 


Exercise 2

Locate the text boxes on the following page.  Copy text from the left-hand box to the right-hand box, without re-typing any of it!

To Copy a block of Text

- Highlight the section to be copied.
- Select the Edit menu
- Select the Copy option - the text will remain on screen
- Move the cursor to the new position on screen
- Select the Edit menu
- Select the Paste option - the text will also appear in the new position

In order to speed the process up you can use the following shortcuts:


[image: image1.png]



CTL-V   to paste
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CTL-X   to cut
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CTL-Z   to undo


Ebony and ivory�Live together in perfect harmony�Side by side on my piano keyboard�Oh Lord, why don't we?
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We all know�That people are the same wherever we go�There is good and bad in anyone�We learn to live, we learn to give each other�What we need to survive�Together alive
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EBONY AND IVORY
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