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Word I
Objective
Initial
Final
1. Create and save a new document
 FORMCHECKBOX 

 FORMCHECKBOX 

2. Make corrections in a document
 FORMCHECKBOX 

 FORMCHECKBOX 

3. Open and close a document
 FORMCHECKBOX 

 FORMCHECKBOX 

4. Navigate a document (moving vertically or horizontally) 
 FORMCHECKBOX 

 FORMCHECKBOX 

5. Select/highlight text
 FORMCHECKBOX 

 FORMCHECKBOX 

6. Format text
 FORMCHECKBOX 

 FORMCHECKBOX 

7. Change paragraph alignment (left, center, right, justify) 
 FORMCHECKBOX 

 FORMCHECKBOX 

8. Copy and move text
 FORMCHECKBOX 

 FORMCHECKBOX 

9. Use bullets and numbering
 FORMCHECKBOX 

 FORMCHECKBOX 

10. Change margins and other settings
 FORMCHECKBOX 

 FORMCHECKBOX 

11. Use spell check
 FORMCHECKBOX 

 FORMCHECKBOX 

12. Create a table
 FORMCHECKBOX 

 FORMCHECKBOX 

13. Use text boxes
 FORMCHECKBOX 

 FORMCHECKBOX 

14. Insert and modify graphics (clip art)
 FORMCHECKBOX 

 FORMCHECKBOX 

15. Print a document
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