LESSON 3 REVIEW
SKILLS: Find & Replace, Quick Parts, Thesaurus, Research, Spell check, hyperlink, Drag & Drop, Insert Date & Time, Clipboard, Copy & Paste.

FIND & REPLACE – Home Tab>Editing Group>Find
Find all instances of the word windows & change it to WINDOWS.
QUICK PARTS – Insert tab>Text Group>Quick Parts >Building Block Organizer>Find Footers
Insert a footer using quick parts.
THESAURUS- Review tab>Proofing Group>Thesaurus
Find the word focused using the find feature. Use the thesaurus to change the word focus. Highlight the word using the highlight button in the font group.
RESEARCH – Review Tab>Proofing Group> Research
Use the research task pane to look up windows 7. Choose Bing. Paste any info you found right here
SPELL CHECK-Review Tab> Proofing> Spelling & Grammar
Spell check the document. How many spelling errors did you find? What were they?
DRAG & DROP-Hold down left mouse button>drag mouse>release mouse button
Select the very last sentence in the text below.  & drag it to the top of the 2nd paragraph right before the word unlike. 
INSTERT DATE & TIME – Insert tab>Text Group> Date & Time
Insert today’s Date & time right here.
Windows 7 (formerly codenamed Blackcomb and Vienna) is the latest version of Microsoft Windows, a series of operating systems produced by Microsoft for use on personal computers, including home and business desktops, laptops, tablet PCs and media center PCs. Windows 7 was released to manufacturing on July 22, 2009, with general retail availability set for October 22, 2009, less than three years after the release of its predecessor, Windows Vista. Windows 7's server counterpart, Windows Server 2008 R2, is slated for relaese at about the same time.

Unlike its predecessor, which introduced a large nmuber of new features, Windows 7 is intended to be a more focused, incremental upgrade to the Windows line, with the goal of being fully compatible with applications and hardware with which Windows Vista is already compatible. Presentations given by the company in 2008 focused on multi-touch support, a redesigned Windows Shell with a new taskbar, a home networking system called Home Group, and performance improvements. Some applications that have been included with prior releases of Microsoft Windows, including Windows Calendar, Windows Mail, Windows Movie Maker, and Windows Photo Gallery, will not be included in Windows 7; some will instead be offered separately as part of the free Windows Live Essentials suite
REVEAL FORMATTING. Shift + F1
Hit Shift + F1. What happens?

Split Screen – View>Window>Split Window

Practice splitting your window. To remove it, hit remove split in the same group.

Why would one want to split their word screen?
