Office Help function
Use the Office help function to research the questions or problems given in the left column. Enter your findings in the right column.
	Question/Problem
	Answer

	1.	Use the search phrase add or remove text effects to look up information on text effects. Copy the information and paste it in the space provided. 
	1. 

	2.	Word counts the number of words in a document an displays it at the bottom of the screen. Find out how to insert this number into your document. 
	Use the Snipping Tool, to cut out the explanation and paste it in a new Word document. Save the document as NumberWords.
Import the document and add it as an icon to the space provided. 
	

	3.	What happens with a SmartArt graphic in a document that was created in Word 2010, when it is saved as a Word 97-2003 document?
Hint: Type in the following search phrase: Create a document to be used by previous versions of Word
	

	[bookmark: {"ai":"HA010355788","bb":false,"dl":1,"l]4.	Look up information on the differences between OpenDocument Text format (.odt) and the Word format (.docx). Specifically, what will happen with the following features of a Word 2010 document when you save it in the OpenDocument Text format:
	a.	Page numbering
	b.	Watermarks
	

	5.	Find out how to write a mathematical equation in Word. Enter your findings in the space provided. 
	[bookmark: _GoBack]

	6.	How can you display information about the readability statistics of a Word document, e.g. the average number of words per sentence, or the number of letters per word? Give the steps required to enable this feature.
	




