Advancing in Word
Chapter 4

Fill in the Blanks:
1. Find  feature in Word helps us quickly Locate specific word or Phrases in our document.
2. Replacing text feature allows us to change specific word or phrases in the entire document.
3. Format Painter tool allows us to copy formatting from one part of our document to another.
4. Paragraph spacing determines the amount of space above or below a paragraph.
5. Line Spacing is the space between each line in a paragraph.
6. Page Orientation can be either Portrait or Landscape.
7. Margins are the blank pages around the edge of the page. 
Answer the following Questions
1. How do we use the Format Painter tool in MS Word?
Ans: We can use the Format Painter tool in Word by
Step 1> Select the text with the formatting you want to copy.
Step 2> Click the FORMAT PAINTER under the HOME tab.
Step 3> Our Cursor will change to a paint Brush icon. We highlight the text we want to apply   the formatting to.
2. What are the steps to find and replace text in a document?
Ans: The Steps to find and replace text in a document are
Step1> Click on the Replace button in the Home Tab.
Step 2> Type the word or phrase you want to replace in the Find What box.
Step 3> Type the new word or phrase in the Replace With box.
Step 4> We click Replace All to change all instances, or Replace to change one at a time.
Step 5> Click on Replace or Replace All to make the changes.
3. Describe the difference between Paragraph spacing and line spacing.
Ans:  Paragraph spacing is the amount of space above or below the paragraph Whereas Line Spacing is the space between each line in a paragraph.
4. [bookmark: _GoBack]What is the purpose of Page Orientation?
Ans: The purpose of Page Orientation is to change the page setup either in vertical or Landscape which can be useful depending on the content type.



