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KJLLJ
ad

Period:

Microsoft Word 2016 Certification Review

1. | Sort table in ascending order Tab\g o Qo
T(}O\y‘ > L.-OC\[I *:'T *? ; 5
2. | Configure table so headings repeat on gy I :
Tm)\e.r N w2 Do Y‘ rior
ool L peart Yo
next page. R
3. | Create a table from text. Spread it across ] |
S Toble > Congerd o Tolblk
|nsert | Qo7 LUEW
the entire width of the document. g . . :
\‘,ff.._l. Jr“.)l_..i-.‘.!} 1‘?"“!7\ -1 J AR "'"W,‘i Y "f-.)
4. | Add a footnote. A i = N e Yn
F\_L:'_ ('( { ¢ JP' 7 1( t;s2 !' i ’F—‘-‘H\I_.Jﬁ'ﬁ\ \ﬁ{p_j 17‘&_)
5. | Cut and paste text . <o
4-\{){‘. 6, 2 J_J,;:, ﬁx‘ P‘.L‘ <
6. | Add a diagram (SmartArt = | B ~ () <
AR lnser > |Nusteations YSECE
(Basic Chevron Process)
7. | Add text “Draft” to the Status Property il D ‘3“_}[_:\3 A ; 7 AAAL 8 ] > g—",—-(‘rJ'U <
~ ) p B4 |R7A ' L 1 . r-.,"-.l_ 3 Al '
%! 'f'
8. | Display tab formatting symbals : I R - T — \ \ Vol
‘i . Fl? Opoans ?Display T Tob chactel
9. | Box P B Color/Width fes o | PR = J..,_
ox Page Border (Color/Width) IDesinO | F‘—’-gﬁ- A5 A1
10, Configure text beneath a heading to r;l;;]r, TDO\Q S — \2&, ,—( {'ifi,\k(ffl’
Ry L—' o LEH
wrap left of photo. Mace Lonlood O\,\\j
11, Bookmark \1\;‘-?_(1; > L\ AKD> Rany mark
12, Hyperlink T e
N 7 LNk RO L
4 ithin text = R =5 Tx , \ i N Coyovn =g |
13 Add symbol (within text) et 2 Sym oS > Syms| j L_ -
14/ Adjust Page Margins (Mirrored) R R s
oyeut 2 Aa C :ﬁ.] YWN\S
15/ Add banded quote textbox lase b S rtl < Loed .
| INSRYT 2 JeXTIgK v =S Speadt Sty\oL
16/ Update Table of Contents {_'.3'3 'y LNCED D iy PO -4 )( (fap' b
17] Insert a Table of Contents - Ty _\TH TS
\J oA > TOL .
18/ Insert contents of a document located in — cbagal S -4 F AP -
NS T 2 .bt-)é‘- P X N
the My Documents folder. s i
S LR s

Page 1of4



Name:

Period:

19, Inspect a Document (Remove , N
L O AR \SsugsS
headers/footers/watermarks) F\ 0

20] Add Soft Round Bevel (Pic Effect) A * PiC. ’

}'J OC}\(“ _“) ‘;\"Y\’\U \;. oY _,ﬁ. ::—‘Il'”f v E)Q_‘u""?_} »
21] Move an image T o N v s

X0 O D ﬂ)p

s

22

Insert a picture from file

Insery > l;f)\-,t..ak_..,\ oy

23] Rearrange SmartArt mq(-r D(-Q*\Jﬂ T MNT UV
Too Qs ? Loenogt DOwN

24 Line Spacin _ e T S 0L NS m_ﬂ, o

REER Yy » Paro Qupn 2 Ling SpoG N L O NS

25

Cut/Paste (No Formatting)

Homp > Postty Pt Spariall

26.

Format Text (Intense Emphasis)

Hij‘-}hﬂh‘t HO(\{w _J uo

27,

Insert banded header (not displayed on

Page 1)

\nsery > Fueder

28, Page background color NeS : " N Pa ap P "; or
.\‘—; .l r 4
29/ Change text to 2 columns (spacing 0.3” N Aaly e ke i
LQ\!@__\T (W p\uMN Y WA O UM rgs
between) ATUST SpO —7\
30/ Insert a text wrapping page break |, ™ 2 —=. =1 p
RRIOEREE LOYSUT 2 Brea KS> fext wrappi g

31,

Insert a Next Page Section Break

LoYout- > geeak

32|

Format a list by applying a custom bullet

(from file)

Homy > .’h A ek

5-"\{, W) \.).‘.r €5

33,

Apply photocopy art affect

34,

Change the picture border color

TN A 1
'_43.__ __O')\B > A 'S B 51 B L 7 D\ o L O
?_n‘) 1"}"-{1‘31’ = AN I,r_,{f -+ {~ i 3 \:‘ S
Oic. Yoo PICUSL Ak 3
f-'."\('f.\f\:.‘ 3 > ?';Q?\'i'k._;}'_,’x > '] 2] |}J, Lmur |r Mr’ f nLw

35

Configure AutoCorrect to replace UT with

” i T
fi_‘_\‘_! LU i |

Pl > 0phons > SHNg

veet Ophony)

Utah. |G
36, Decrease list levels o~ InutaR, 7
Jf\f{'a‘\f_ / oecAt ot £
. move formatting from text A Ay Ak ] —\ ; . (i 4
37| Re g ,;I...:]l-; Y &35+ || MOy -«,‘. ,L‘i,;? L}d) or Ao T -

Page 2 of 4



Name:

Period:

38] Add text in the document to an existing | ¢\« YO .
LS Ao

numbered list.
39, Apply a thick blue underline- Size 14 L‘{\B\h\i\jﬁj’ e xt 5 Lome. 7700y > Texr Hiﬂh\n‘ﬁ\ﬁ)},
40, Change the Style Set to CASUAL

Design > P Fﬁfmn*ﬁ’hﬂj v Cosuall
41, Change line spacing to exactly 14 pt Ve > ‘(,3@(0«3&
42| Apply the Strong Style headings H"j'“\""ﬁ*‘\“f _,Q(’_*, [ e’ Qﬁ'u’-gﬁ u
. STHWRL
43| Convert table to text (by tabs) Table Lﬂ " ok > BOF\??« S eoen Jf 1 o _!_ﬁr %P
| o ~ toxy i[5

44, Move text but not the italics (Keep LUT 5 PGIYK ‘ P N (K)

Source Formatting) SP*) b A.J_ "T r\G 0 9
45/ Change the Color Scheme of a Diagram | Syord AT 5 DCS"PH >d VNG

Tools c,ra Y
46 Ad tive text - =
d Alternative text to table R (L“C‘Ki > Tc\b“\ﬂ, e ILQA W
47| Convert Table Style (Grid 1 Light-Acct 2) |7, P , o
s> Design> Todlg Shylwo
48, Inspect & Remove Personal Info F"U > (‘_‘Iwi’.‘;’"- T LSS\M 0\ i lf\‘QP—QC} Do NG
49| Add a Horizontal Scroll shape and add \I'\SE 47 Shl\peiﬂ . _.:;lfm-r.:_ 4 BANYLLTS
; Daw Shog
text to it b,
R Llick >Add eyt
50,/ Use Go To Feature (Heading) H(){\‘& > Ed '\)ﬂ (\3 C}:f: ft\jn) ,y@Fmd G'O TD
51/ Add banded cover page (Delete
ver page ( ]nge{,}. P Pa%@b C,OVCV ‘Cbgﬂ v

placeholder)

52, Change Page Layout after section to T\,“r N oON Shaw) m l"d . La *ou-\- > mﬁ@ -Sﬁ'llp ‘1‘:,\_-. ‘F
e F Secthion e
landscape | ond Apply ]T}"-!_-’:
{ I
53, Apply a highlight to text (turquoise) H{J(\\J } - -’7\1»,71 s f-‘-“’é’r{ e\
54, Format text as WordArt (Gradient Fill- H r‘-\‘-‘l Q‘H:'L %e(_i, Tert {1&#41_ &
!
Gray) Typography
HO e > Fooey ? /

55 Find & Replace all instances of text

simultaneously

Home > Replofl 7 o plore )|

Page 3 0f4



Name:

Period:

56/ Change numbers formatting (from 1-2-3 .SC‘!'EL‘:}' it
to A-B-C) Home > Pord? Numpenng ¢
57| Reconfigure the list to start at 5 : O v . \ LT e
i P\ CJ"H (‘.C. 2 et Numb. Voluse
58 Merge Cells ;g Y S e, (8 . o
a) ‘3)'(":-'? ant, R ChCk, LG
- =) ) la)
59, Adjust Column width equally o D P 7 L . ™ oate
A'ckon Table S el Y 1 " Golunans
60. Modify citation source - T e
Y Kot an s CLD> NMaN Qd( BUNLLO
61| Remove background color for picture (Do Dc ‘ s 1 Treany S AN
Trols > Forvat > Colov =47 T EED
not crop) . | q A i
62| Apply a theme (lon) DC* Z? ’;‘\Y\l N _\.‘\m,ﬁ,ﬁk 0 > Bid our ce \ecHhaon
63| Apply an offset (Bottom shadow text) R g LR R Tord TS < i n Aad1a €
—}'\ng\r‘\ .‘l.lall T;“ Hﬁ X -!l %’\'Gn\d “"/-‘. " A - 2 _"'_|"::-/’ 1’-) it
64 Apply “Metal Frame” picture style me . TeUAL )
Fools Y Tornat7 ! Céi"“:"._{'kﬁﬁ ¥
65, Apply Black & White formatting style - N -
Design > Y5 y B-W
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