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Sasha Vodnik is a web developer, author and instructor. He enjoys the challenge of remaining on top of the fast-changing landscape of the modern
web and welcomes the opportunity to explain how to write clean, powerful code in languages, such as HTML, CSS, JavaScript, and XML. Show
More. Essential Computer Concepts. Managing Your Files. Internet Basics and Information Literacy. Word Module 1: Creating and Editing a



Document. Word Module 2: Navigating and Formatting a Document. Excel Module 1: Getting Started with Excel. Access Module 1: Creating a
Database. Today, Mr. Carey has authored or co-authored more than 20 leading academic and trade texts for the software industry. Carol
DesJardins spent 25 years in the private sector as a programmer, systems analyst and eventually Chief Information Officer.

During that time, she honed her skills with Excel as an analysis tool. She transitioned her knowledge to the classroom and has taught several
applications and programming courses. DesJardins co-authored her first textbook on Excel. In addition to writing, she continues to teach at St.
Clair County Community College. She has more than 25 years of experience as a developmental editor and co-author of books, journal articles
and multimedia in a variety of fields, including computer science, mathematics, history, engineering and social sciences. She holds a master s degree
in English from the University of Wisconsin-Madison. Internet Basics and Information Literacy.

Word Module 1: Creating and Editing a Document. Word Module 2: Navigating and Formatting a Document. Excel Module 1: Getting Started
with Excel. Access Module 1: Creating a Database. Access Module 3: Maintaining and Querying a Database. Access Module 4: Creating Forms
and Reports. PowerPoint Module 1: Creating a Presentation. Show More Show Less. Any Condition Any Condition. See all 23 - All listings for
this product. Ratings and Reviews Write a review. Clicking the button on the Clipboard task pane will delete the contents of the Clipboard.

Delete All b. Clear All c. Erase d. In the Find and Replace dialog box, click a. All b. Down c. More d. If you press the a. The Themes button can
be found in the Document Formatting group on the a. A is a coordinated collection of fonts, colors, and other visual effects designed to give a
document a cohesive, polished look. In the Office theme, the heading font is and the body font is a. Calibri Light, Calibri b. Helvetica, Arial c.
Calibri, Times New Roman d.

In the world of academics, style guides emphasize the proper way to create a. The guidelines were developed to simplify the process of
transforming a manuscript into a journal article or a chapter of a book. MLA c. APA d. The indent buttons on the HOME tab allow you to
increase or decrease paragraph indenting in increments of inches. With a indent, all lines except the first line of the paragraph are indented from the
left margin. To update a bibliography field that is not contained in a on the Shortcut menu. Case-Based Critical Thinking Questions Case Thomas is
writing a report for his advertising class in which he analyzes corporate campaigns and ad slogans. To compile his report, he needs to copy several
quotes and portions of articles from other documents, and needs to pay special attention to formatting.

Thomas is working on his report, which has a lot of comments, on a small monitor. He would like to switch the document Zoom level so Word
would automatically reduce the width of the document to accommodate the comments. Which of the following will do this for him? Full Page b.
Page with Comments c. Page Width d. Thomas needs to copy quotes from several of his research documents. To keep track of what text he has
copied, Thomas should.

Neither of the above; copied text is automatically erased when new text is copied. Thomas has typed 20 pages of his report and realizes that he
typed Niko and should have typed Nike. Thomas is reviewing all his documents and decides that using boldface and italics is too heavy. Find and
Replace b.
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