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Quiz 1
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1. Under what menu will you find the footer?

1 view
2. Under what menu and heading will allow you to double space?

2 Format, paragraph
3. Under what menu can you add or remove tool bars?

1 view

4. Draw the icon for spelling & grammar check.

1
5. Draw the icon for print preview.

1
6. Draw the icon that allows you to left align your text.

1
7. Draw the icon that allows you to center your text.

1
8. Give the path (order of directions) that you are to follow in this class to save your work.

3 File, save as, save in desktop 7A folder, use act & intials as name
9. List the keys of home row and the fingers used on those keys (be specific).

4
A-l pinky

J – r index

S – l ring

K- r middle

D – l middle

L – r ring

F – l index  

; - r pinky

10. What three things should you do before you get my approval to print in this class?

3 Footer, spell check, print preview

18 points


