Graphic Organizers in Microsoft Word
[image: ]Word’s SmartArt gallery provides dozens of graphic organizers. To access them go to the Insert tab on the ribbon and click SmartArt. 
[image: ][image: ]Once you’ve chosen the graphic organizer you wish to use, you can enter text directly onto the shapes or in outline format in the window that appears beside the SmartArt. This window is hidden when you are not editing the SmartArt.This tab opens and closes the outline window.

Unneeded shapes can be selected and deleted. Additional shapes can be added by just pressing Enter in the outline window to add another bullet.
The entire graphic organizer can be moved and resized using the corners and the four-dot groupings on each side.
Fill, border, and line colors and effects can be changed on the SmartArt Tools ribbon once the object is selected.

Fillable Forms in Microsoft Word
Word’s document protection features allow you to create files that will restrict users’ data entry to the areas you choose. 
[bookmark: _GoBack]Steps to Create a Fillable Form
Step 1. Open the document you want to convert to a form.
Step 2. [image: ]Go to the Review tab on the ribbon and click Restrict Editing

Step 3. Check the box under 2. Editing restrictions and select No changes (Read only) from the drop-down list. Once enforced this will not allow any changes to the document.
Step 4. [image: ]Select areas where you want to allow editing and check the box beside Everyone. The unrestricted areas are shaded and have square brackets around them. 

Step 5. Click the Yes, Start Enforcing Protection button.
Step 6. [image: ]If you enter a password, Word will require the password before the restricted editing 
can be disabled. If you don’t want to use a password, just click OK without entering one.
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Fill In The Blank (Remember to give page numbers to cite evidence of your answer.)
1. The designoftypeis called the|

2. Aset of formatting options that have been named and savedis called a(n) X

3. Acoordinated set of fonts, styles, and colors s called a(n)[ 1

4. Textthat does not have any other Quick Style applied to it is actually formatted with the]
Quick Style.

5. The[ Jcommand clears manual formatting and styles.

Written Questions (Remember to give page numbers to cite evidence of your answer.)
***¥Compose answers for the following using complete sentences,***
1. Explain what the Format Painter does and how it is used.

2. Describe atleast three common font styles.

[
1

3. Describe the purpose of a document’s color palette.
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