WORD REVIEW WEEK 9

Name ____________________________
Fill in the missing word from each statement.  Try to complete this without using your definitions paper.    

1.  The alternate key when pushed down immediately ______________ another key is depressed causes that key to perform a special function. 

2.  Word wrap is the same as __________ return and means you let the ______________

control when it will go to a new line.  

3.  The _______________key is hit with a pinkie finger and allows other keys to perform a special function.  

4.  When you _____________________a word, you can use a single line, a double lines, a dotted line, or even a wavy line! 

5.  The F Keys is a shortened term to use for the _______________________keys. 

6.  A _____________________blue arrow on the standard toolbar will let you cancel the previous operation.  You can also use Control-Z.  

7.  When you strike the Enter or _________________ key, it is called a hard return. 

8.  _______________________ mode replaces existing text with newly keyed text. 

9.  An icon/button is a location that the monitor screen that when clicked with the ___________ allows you to perform many operations. 
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10.  The ___________________ are accessible through VIEW  and provide multiple options for many different features.  

11. The keyboard is an arrangement of letters, figures, symbols, and other keys used to ________________ characters, commands, and functions to the computer. 
12.  The Tab key causes the cursor to move to a _______________position. 

13.  The ______________________ is a long bar used to insert a space between words. 

14.  Shift keys are used to make ________________ letters and certain symbols. 

15.   Line spacing deals with the number of _____________ lines between lines of text. 

16.  The _______________ are the amount of blank space around the text on the paper. 

17.  The Menu Bar is a ____________ line at the top of the screen.  

18.  When you _____________ a document, it becomes a file.  

19.  You hit the Return or Enter key to move the _______________ to a new line.  

20.  When you __________________, you compare copy on a display screen or printout to the original or source copy.  

21.  The machine that produces a ____________ copy is called a printer. 

22.  The TV-like device that displays the text and images on a screen is called a ________________.

23.  When you ___________ text, you take it from one place on a document and place it in a new place.  

24.  In _____________ mode, new text pushes the existing text to the side.  

25.  When you _____________, you produce a paper copy of the information displayed on the screen.  
26.  The keypad located on the right side of the keyboard is called the ________________ keypad.  

Lightly shade in each word from the blanks above as you find it in the puzzle below.  When you finish circle each unshaded letter.  Reading left to right, top to bottom, place the now circled letters into the blanks below.  
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