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Open or start any document and try these word functions in any order

1.Change the font and size of text different in different lines

2.Change the spacing of lines without using Enter. Use paragraph formatting. Use Highlighting to see the line spacing.
3. Change paragraph properties

4. Add bold, italic, underline, change color of text, 

5. try various effects IN FONT DIALOG BOX 

6. Align various text  and paragraphs left, center, right, full

7. Format some columns (takes a large document – look for tps.txt) vary from single to triple

8. Insert clip art, WordArt and graphics in documents. Move and resize them.
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9. Decorate a paragraph with a border, then the page with a border.

10.

E

xperiment with Drop Cap using different Positions and Options

11. Format a graphic for different wrapping techniques and experiment with the text.

12. Try Headers and Footers. Insert date, Page numbering, etc.

13. Try Mail merge. Design a form letter. Create a data base of other students names, merge

14. Try spell check & Thesaurus.

15. Write a Macro.

16. Look at and change Options,  Auto Correct and Customize.

17. Try the various Change Case options.

18. Try Find and Replace.

19. Look at the document in different view. Change Zoom factors,.

20. Play with the Page setup options.

21. Experiment with Cut, Copy & Paste.

22. Try the keyboard shortcuts.

23. Try highlighting with different methods.

24. Try some bullets and numbering. Change bullet styles, add new ones.

25. Use Print Preview before printing.

26. Rearrange the way the Word Window looks: 

max vs restore, menus, toolbars on/off, drag toolbars. Then try to put it back.

Finally, look for other functions not listed here and try them.
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