
WORD 6 UNIT3 FORMATTING A DOCUMENT

COIICEPTSREVIEW ..
Label each of the formatting elements
used in the document shown in
Figure 3-26.
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Balanclndthe Books .This

~

a(s sales continued the trend of rising revenues. For the second consecutive
year. e exceeded the goals set forth in the PresiOOnfs Plan. We also implemented
many ew cost saving measures, many of which were suggested during employee
retre s and brainstorming weekends.

mbination of increased sales revenue. especially in the northeast markets, and
the innovative cost cutting meesures was recognized and well-received by the Wall
Street establishment and fhe financial press. We are also pleased to report that Nomad
LId is a profitable component in the portfolios of all major "green" mutual funds.

"
Communications ~

Developed in-house publishing department to produce all corporate communications
including the annual report, the corporate newsletter, and corporate cataiogs.
Completed year-long search for new director of communications. ..,

Quality Assurance

Formalized and implemented Product Testing and Standards review process. Installed
Product Testing Center. Began working with guiding and outdoor leadership

organizations to field test all products including outer wear and recreational gear.

~

New DirectlonsTMTravel ..
Purchased two national guiding services and another with international connections.

Combined, these organizations will deliver services through the New Directions

subsidiary. This diversification will allow Nomad LId to offer new tours in exciting
locations, including South America and Africa. ~

~ Corporate Mission Statement

Nomad Lid is a national sporting-goods retailer dedicated to delivering high-quality
adventure sporting gear and clothing.

~
~FIGURE3-26

Match each of the following terms with the
statement that best describes its function.

8 Changes the appearance of letters,

numbers, and punctuation

9 A named set of paragraph format

settings

10 Symbols or graphics preceding items
in a list

II Lines added to paragraphs of text

12 Changes the line spacing, alignment,

and space between paragraphs

Select the best answer from the list of choices:
~

a,Bullets

b. Borders

c, Paragraph styles

d, Text formatting

e. Templates

f. Style Gallery

g. Paragraph

formatting

h. Drop cap

16 Which text formatting feature is NOT available on the

Formatting toolbar?

a. Bold

b, Italics

c. Double-underline

d. Character styles ..

~
~

tj17 Which paragraph formatting feature is NOT available on the

Formatting toolbar?

a. Paragraph alignment

b. Line spacing

c, Paragraph styles

d. Indentation

tj
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14 Collections of styles

13 Displays documents in alternative collections of styles

15 Changes the first character of a paragraph to be significantly

larger than the surrounding text

"
18 To add a specific amount of space between paragraphs, the

best solution is to

a. Press [Enter] until you get the amount of space you want

b, Use the Spacing Before and Afteroptions in the Paragraph

dialog box
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