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Freshman Business Experience
MOS Word 2016 Practice Test

1. List the steps the video shows on how to create a table from text. (1:25mm)
	
	
	

2. Explain how to arrange the text under the “Moaning about Mondays”   heading so it wraps to the left of the photo. (7:00mm)
 	
 	
 	
 	
3.  Provide one example of the way the video shows you how to change the line spacing to double spaced for the whole document.( 14:40mm) 
 	
 	
 	
 	
4. List the steps that allows you to change “Football” with “Soccer”.(26:30mm)
 		
 	
5.  In the sentence that begins with “This award is donated…insert a registered sign at the end of “Michael’s Art Shop”. How do you locate Michael’s Art Shop and enter in a registered sign? Explain how the video shows you how to do it.(32:30 mm) ________________________________________________________________________________________________________________________________________________
 	
6. [bookmark: _GoBack]List one thing skill that you learned after watching the video. ________________________________________________________________________________________________________________________________________________	 	
