CIS 127 Midterm study guide spring 2007
· Creating visual interest with fonts

· Desktop publishing in general

· WordArt use and features

· Wordart

· Sizing in wordart

· Why we use anchors

· Understand column formats and sizing

· What can you do with columns and what can’t you do with columns

· Scenario question about drop caps

· Windows that open during save or save as functions.
· Create folder

· Spell checker, thesaurus, etc.

· Task pane

· Research

· Default font

· Hyperlinks

· Merged documents

· Tracking changes

· Windows and steps used while merging

· Common template features

· Macros

· What can be defined in a word template.

· Keystroke shortcut combinations

· Bookmarks

· Field properties – rules

· Forms and data types used

· Tables and borders

· Splitting cells

· Rule

· Hiding or displaying gridlines in a table

· Undo & redo

· Key used when dragging and dropping – shortcut

· Check box

· Drop down box

· Local 

· Global

· Picture ratios and retaining aspec

· Headers & footers

· Field codes

· Windows or dialog boxes associated with field codes

· Macros

· Macro naming conventions

· Tools provided in Word for working with Visual Basic

· When do you use the autoexec in word

· Defining rules for fields

· How to prevent user data entry errors in word forms

· Gridlines

· Creating tables

· Speicifying date time

· Scenario Troubleshooting an error on a form field occurs when user does not enter correct data.
· Defining a field for calculations

· Calculate on exit event

· Tools menu options

· Saving form data only

· Numeric field properties and identifying the field numeric content type.

· Protected forms what can and can not be done to them.

· Merging 2 documents

· Embedding and linking

