CUT AND PASTE ACTIVITY
Match the phrases from the top of this page with the appropriate phrase from the bottom of the page. Use CUT & PASTE to move the correct ending to the top of the page. Do not change the order of the top portion.

TO SAVE YOU FROM HAVING TO KEEP SCROLLING UP AND DOWN, go to View and click on Split to split the screen in two (this does not affect the document at all).

A window is

You can view each page of a document as it will appear when printed by 

When a mistake is made formatting a paragraph, the fastest method of correcting the error is to 

A highlighted block 

One reason for creating a highlighted block is to 

One way of highlighting a paragraph is to 

A document’s format 

The three formatting levels are 

A font refers to 

Character size is measured in 

Justified text has 
Centered text is 

Types of text that are usually centred are 

Left aligned means that each line of text begins 

Double spacing adds 

Margins are shown on the screen 

The default Word margins are 

Duplicating text means repeating text in a document 

Moving text means 

The Clipboard is 

select the Undo command from the Edit menu.

an area of the screen where a document is displayed.

is the way text appears on a page.

straight edges at both margins.

using the Cut command to move text from one place in the document to another.

equidistant from the right and left margins.

1.25” on the left and right and 1” on the top and bottom.

a special area of memory used to store text that is copied or cut.

is text that has been selected.

as the white region around the text on a page.

using the Print Preview Command from the File menu. 

points.  There are 72 points to an inch.

move the mouse pointer into the left margin where the pointer changes to a right-pointing arrow shape and then double clicking to highlight the entire paragraph to the right of the pointer.

headings and titles in documents.

character, paragraph and page.

delete more text faster.

the shape of characters.

at the left margin.  The right edge of the paragraph is jagged.

extra space between each line of text.

using the Copy command.

