RYS_WD01_R03B Worksheet
[bookmark: _GoBack]Use this worksheet to complete the Reinforce Your Skills exercise, RYS_WD01_R03B. When you complete the exercise, submit your worksheet based on the guidelines provided by your instructor. 
Step 2: You cannot open a previously saved document from the Word Start screen. True or false?
	



Step 3: Answer the following questions relating to the Word 2013 window. 
	What is the name of the toolbar in the upper-left corner of the window?
	Answer: 

	What tab do you click to find commands for opening, printing, and saving your documents?
	Answer: 

	What part of the Word window contains your document’s name?
	Answer: 

	What part of the Word window displays the number of words and pages in your document?
	Answer: 

	Where is the control that allows you to zoom in and out of your document?
	Answer: 

	What screen element contains the majority of the commands for building your documents?
	Answer: 



Step 5: When you collapse the Ribbon, what part of the Ribbon remains visible? 
	



Step 6: List the steps for removing a button from the Quick Access toolbar.
	1
	

	2
	



Step 7: Answer the following questions relating to navigating in Word.
	What happens when you click above the scroll box?
	Answer: 

	When you tap [End], where does it position the insertion point?
	Answer: 

	Where does [Ctrl]+(¢) position the insertion point?
	Answer: 

	Where does the [Page Down] button move the insertion point?
	Answer: 



Step 11: Answer the following questions relating to closing a document and starting a new document. 
	If you close a document without saving it, Word will ask you if you want to save it. True or False?
	Answer: 

	If you make a typo, you can use the [Delete] key to remove characters to the (right or left) of the insertion point.
	Answer: 



Step 13: If you choose File > Save the first time you save a document, Word will not open the Save As dialog box. True or False?
	



Step 15: List the name of these buttons in the Help window.
	[image: C:\Users\Jill\Documents\Labyrinth\TheBookWord2013\Lesson1\e-Lesson1Figures\Buttons\BackButtonInHelp.tif]
	Answer: 

	[image: C:\Users\Jill\Documents\Labyrinth\TheBookWord2013\Lesson1\e-Lesson1Figures\ButtonTIFs\3116-13.tif]
	Answer: 

	[image: C:\Users\Jill\Documents\Labyrinth\TheBookWord2013\Lesson1\e-Lesson1Figures\Buttons\HomeButtonInHelp.tif]
	Answer: 

	[image: C:\Users\Jill\Documents\Labyrinth\TheBookWord2013\Lesson1\e-Lesson1Figures\ButtonTIFs\3117-13.tif]
	Answer: 

	[image: C:\Users\Jill\Documents\Labyrinth\TheBookWord2013\Lesson1\e-Lesson1Figures\ButtonTIFs\3118-13.tif]
	Answer: 
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