Word Checklist Updated 2/22/2007
You should be able to demonstrate that you can . . .
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	#
	Skill

	
	
	1
	View a print preview at any time

	
	
	2
	Print preview showing several pages

	
	
	3
	View page at different magnifications (zoom) (not part of print preview)

	
	
	4
	Format letters in different capitalizations

	
	
	5
	Turn paragraph markers (invisible characters) on and off

	
	
	6
	Move through text quickly with keyboard only; select text with mouse or keyboard

	
	
	7
	Right-click on red-underlined words to see suggestions for correcting spelling

	
	
	8
	Make text bold; make text italic; make text underlined; change size of text; change font of text

	
	
	9
	Make paragraph centered or aligned to right or justified

	
	
	10
	Change page margins; align document vertically

	
	
	11
	Select all text with keyboard

	
	
	12
	Move paragraphs

	
	
	13
	Preview and/or print without opening file

	
	
	14
	Apply text effects to fonts

	
	
	15
	Format text for all caps, small caps, shadow, etc.

	
	
	16
	Insert and format special characters and symbols

	
	
	17
	Insert / Create tables (calendar is just one example)

	
	
	18
	Modify table cells by dragging cell borders

	
	
	19
	Add / delete columns and rows

	
	
	20
	Align text within table cells

	
	
	21
	Auto-format tables

	
	
	22
	Merge and un-merge cells in table

	
	
	23
	Adjust cells in table – shading, etc.

	
	
	24
	Adjust/remove borders in cells, adjust internal margins in cells

	
	
	25
	Add word art, format word art

	
	
	26
	Add images from files or clip art libraries, size, center

	
	
	27
	Add/delete/edit footnotes

	
	
	28
	Add page numbering, including Page X of Y

	
	
	29
	Word count

	
	
	30
	Insert and edit headers and footers

	
	
	31
	Make first page different

	
	
	32
	Insert Page breaks

	
	
	33
	Insert and modify drawing objects – shadows, 3-D, colors, fills, etc.

	
	
	34
	Print preview showing several pages

	
	
	35
	Use the stacking order to stack drawing objects – in front, in back, etc.

	
	
	36
	Use resume wizard to construct resume quickly

	
	
	37
	Add drop caps

	
	
	38
	Flow text into  columns

	
	
	39
	Search and replace, including formatting

	
	
	40
	Sort data tables

	
	
	41
	Start spell-checker

	
	
	42
	Format paragraphs for space above and below

	
	
	43
	Cut, Copy, and Paste – words, paragraphs, etc.

	
	
	44
	Demonstrate understanding of undo and redo

	
	
	45
	Copy formatting from one section to another with shift+ctrl+c and shift+ctrl+v

	
	
	46
	Select lines and paragraphs quickly – triple clicking and left margin

	
	
	47
	Bulleted and numbered lists

	
	
	48
	Add / delete, edit footnotes

	
	
	49
	Insert chart, modify values using datasheet, format chart elements

	
	
	50
	Insert org chart, modify text, modify design

	
	
	51
	Select entire table

	
	
	
	


