
Facts Vocabulary 

      MS Word is a word-processing program used for creating 

documents such as letters, brochures, learning activities, 

job applications and students' homework assignments. 

Text can be manipulated in multiple ways: 

Font (font,  font,  font,  font) 

 

 

 

Colour (Colour, Colour, Colour) 

 

 

 

Size (Size, Size, Size) 
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Images can be inserted to documents. 
 
 

  
 Keyboard Shortcuts 
  
A keyboard shortcut is a combination of keys that 
allows the user quick access to a particular function. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
Youtube: 
 
 

Spell check can be used to correct misspelled words. 

Tables can be inserted to present  text information and/or numerical 
data. 
 
 
  
  
 
 
 
 
 
 
 
 
 
 
 

Prior Learning:  Typing, using shift/space/enter/delete/arrow keys, changing txt (bold, underline, italic), changing 
fonts.  
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