1. Practice using ctrl+o to open a one of your old projects in Word.
2. Open a new file by pressing ctrl+n.

3. Close the new file you opened by pressing ctrl+w.

4. Press ctrl+s to save (if you haven’t saved previously, this functions as save as). Save the file in the project folder using your name as the file name.

5. Press ctrl+p to open the print dialogue box (click home on the ribbon to return to the document).

6. Press F7 to run a spelling and grammar check on this document.

7. Press ctrl+f and use the find feature to search this document for the word “press.” How many times does the word appear in this document?

8. Press ctrl+h and use the replace function to replace ctrl with control in the entire document. How many replacements did you make?

9. Access the go to dialogue box by pressing ctrl+g. Practice navigating the document by jumping to a specific line.
