Exercise 5 – Word 2007

Spelling check and shortcuts
Spell check
IPD is a goup of professionals who care about education and the knowledge of their learners.  Every IPD professional is interested in transferring knowledge and the inspiration to learn into those they teach.  As IPD continues to grow, many people will benefit from instruction.  If classes are interactive and include activities that are interesting and fun, learning will happen.  IPD is constantly alert to using new teaching styles and will continue to flourish.
Spell check
In the above paragraph – highlight the entire paragraph and click the Review ribbon.  On the review ribbon, click the Spelling & Grammar option.  Correct misspelled words by clicking Change when the correct spelling is highlighted.
Find and replace (optional activity)
In the above paragraph, replace IPD with Institute for Professional Development.

· Using the Home ribbon, click Replace (top right)
· Type IPD in the Find what field

· Type Institute for Professional Development in the Replace With field

· Click Replace All

Helpful Shortcuts:
Ctrl A – selects all

Ctrl B – bold

Ctrl C – copy

Ctrl D – Font choices

Ctrl E – Center align

Ctrl H – find and replace

Ctrl I – Italics

Ctrl J – justify align

Ctrl L – left align

Ctrl M – Indent Paragraph

Ctrl N – New document

Ctrl O – Open dialog box

Ctrl P – print

Ctrl R – right align

Ctrl S – save

Ctrl T – hanging indent

Ctrl U – Underline

Ctrl V – paste

Ctrl W – closes document

Ctrl X – cut

Ctrl Y – redo

Ctrl Z – Undo

F7 – spelling and grammar check

F12 – Save as
