WORD QUIZ, November 6, 2008 GE151I

NAME:






PART ONE (1 point) Instructions:
1. Open the file called “ResumeQuiz”
2. Save as “ResumeQuizYOURLASTNAME” (Substitute your own last name for those words!)

3. Complete the following tasks


* Replace Kelly Gulliver’s name with your name


* Change the justification of all lines to “Align Left”


* Change all major headings (such as, “Objective”) to Boldface


* Move job experiences so that they are in reverse chronological order—most



recent first


* Print out your revised file 

PART TWO (1 point) Instructions:
1. Open the file called “CoverLetterQuiz”
2. Go to View Menu/Choose Print Layout

3. If the comments are not displaying in balloons, go to Insert Menu/Choose Comment

4. Save as “CoverLetterQuizYOURLASTNAME” (Substitute your own last name for those words!)

5. Complete the tasks in the comment balloons, checking for typos, punctuation problems, and changes that would apply to your 

major field of study as noted; change to NORMAL view and print your final copy for submission.
PART III
OPTIONAL BONUS QUESTIONS (One quarter point each; write on this sheet. You may use the software to figure it out):

1. Name one way to Undo a mistake in WORD 








2. Name a second way to Undo a mistake in WORD 







PART IV (4 points)—WORD, Unit B, INDEPENDENT CHALLENGE 4, page 169 

* Follow the directions and check our class website for the required file—www.ge151I.1faculty.com

NOTE: Print and submit this page with your name and answers when you have completed it. You will submit this page plus prints of any other pages you are required to submit.
