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Introduction

Welcome to this homework activity sheet on navigating the Home Tab of MS Word. This sheet is designed to
help you practice and reinforce your understanding of the Home Tab tools and features. Please complete the

activities and questions to the best of your ability.



Activity 1: Home Tab Exploration

Open a new document in MS Word and navigate to the Home Tab. Explore the different groups and tools
available. Write down the names of the groups and tools you find.

Group Names:

Tool Names:

Activity 2: Font Styles

Create a new document and type a short paragraph. Change the font style to Arial, size 12, and color blue. Use

the font styles group to make the text bold and italic.

Paragraph:




Activity 3: Paragraph Settings

Create a new document and type a short paragraph. Adjust the paragraph settings to left-align the text, indent
the first line, and add line spacing.

Paragraph:

Activity 4: Clipboard Operations

Create a new document and type a short paragraph. Copy the paragraph and paste it below the original text.
Then, cut the original paragraph and paste it at the top of the document.

Document:




Activity 5: Document Formatting

Create a new document and format it using the Home Tab tools. Include a title, headings, and bullet points. Use
font styles, paragraph settings, and clipboard operations to create a visually appealing document.

Document:

Answer the following questions:

1. What is the primary function of the Home Tab in MS Word?
o a) To create new documents
b) To edit existing documents

[e]

o

c) To provide access to frequently used commands and tools

o

d) To print documents

2. How do you change the font style of selected text in MS Word?
o a) Using the Font group

b) Using the Paragraph group

o

o

¢) Using the Styles group
d) Using the Editing group

o

3. What is the purpose of the Clipboard group in the Home Tab?

[e]

a) To copy and paste text
b) To cut and paste text

o

o

c) To format text
d) To edit text

o



Answers

1. c) To provide access to frequently used commands and tools
2. a) Using the Font group

3. a) To copy and paste text

Conclusion

Congratulations on completing this homework activity sheet! You have practiced and reinforced your
understanding of the Home Tab tools and features in MS Word. Remember to use these skills to create well-
formatted and visually appealing documents.



Additional Resources

For more practice and review, visit the following websites:

e Microsoft Word Tutorials
¢ MS Word Online Resources

Note to Teachers

This homework activity sheet is designed to be completed within 60 minutes. Please adjust the time according
to your classroom needs. Encourage students to use the additional resources provided for further practice and
review.



