Scope:
Test next Friday; focus on Ms Word
www.misuz.yolasite.com  > practicals
nelb@unizulu.ac.za
it will resemble last year test, BUT make sure you can do the tasks below:
1. To change the size and font of words/sentences
2. Create bullet lists
3. Apply text effects
4. Shading/background a heading
5. Insert a picture; and format it
6. Apply BOLD, Italics, Underline words
7. Create a header: page numbers, info detail
8. To indent a paragraph
9. Create a foot note
10. Insert a citation
11. Create a new page with a bibliography
12. Insert a shape
13. Insert a symbol
14. Insert a table; populate the table
15. Add rows and columns to a table
16. Rotate a picture
17. Insert a hyperlink….web address

Remember to bring your USB to save your work. You will print it afterwards.
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