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Please fill in the blanks!

Formatting bar

          Tool bar





Working with the menus

Name four items under the File menu

Name four items under the Edit menu

First Impressions
Which of the following are true? 

Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
 When you insert the date and time, you can make it automatically update.

 FORMCHECKBOX 
  Insert a Picture from File lets you add digital photos to your document.

 FORMCHECKBOX 
  You can also add photos by going to Insert ->File…

 FORMCHECKBOX 
  To open a new Word document, go to File on the menu bar then New

 FORMCHECKBOX 
  To open a new Word document, go to File on the menu bar then Open

 FORMCHECKBOX 
  To make a copy of document with a different name, use File -> Save

 FORMCHECKBOX 
  To remove a word or phrase and place it in another location go to Edit on the menu bar then Cut, Then Edit and Paste

 FORMCHECKBOX 
  The menu command Edit -> Copy can be done with the keyboard command Control+C

Take Control: That’s Not My Style

Which of the following are true: 

Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
 Screen Savers were invented to prevent the menu bar from burning in the monitor

 FORMCHECKBOX 
  You can use a screen saver to log off the computer if you are called away from your desk for more than 10 minutes.
 FORMCHECKBOX 
  All screen savers can be set to wait up to an hour before they activate

TechTalk: Adding a Video Card

 FORMCHECKBOX 
 When you add a new video card, Windows will detect it as new hardware when you turn on the computer. The drivers will be added automatically, you will not be prompted.

 FORMCHECKBOX 
  Video cards have their own RAM. 

The Administrator: I can’t see a thing!

 FORMCHECKBOX 
 Go ahead and change the desktop settings. All resolutions will work.

 FORMCHECKBOX 
  If your monitor cannot use the screen resolution, you are out of luck. How can you see to change the settings back?
 FORMCHECKBOX 
  Many games change the video settings but the problems don’t show up until you reboot the computer to Windows.

No peeking, please!
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