RYS_WD01_R02B Worksheet
Use this worksheet to complete the Reinforce Your Skills exercise, RYS_WD01_R02B. When you complete the exercise, submit your worksheet based on the guidelines provided by your instructor. 
Steps 4–8: 
	What happens when you click below the scroll box?
	Answer: 

	What happens when you click the scroll down button?
	Answer: 

	What pop-up appears when you drag the scroll box to the bottom of the bar?
	Answer: 

	When you tap [Ctrl]+[Home], where does it position the insertion point?
	Answer: 

	[bookmark: _GoBack]Where does [Ctrl]+[] position the insertion point?
	Answer: 

	When you tap [Home], where does it place the insertion point?
	Answer: 

	When you tap [Ctrl]+[End], where does it place the insertion point?
	Answer: 



Steps 11–13: 
	What is the Ribbon command for closing a file?
	Answer: 

	What is the Ribbon command for starting a new file?
	Answer: 

	What are the keystrokes for starting a new file?
	Answer: 



Step 16
	What is the Ribbon command for saving a file the first time?
	Answer: 



Steps 20 -22
	How do you open the Help window?
	Answer: 

	Using Help, what did you discover the Undo shortcut keystrokes are?
	Answer: 

	Using Help, what did you discover the purpose of the Clipboard is?
	Answer: 



