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Across

3. The thing that checks for 

misspellings

4. Software tool with some 

word processors

6. It holds information until 

you cut or copy

7. Overall layout of a 

document

8. one place to another

9. The part of the text that 

is hanging

12. the thing that prints the 

image vertically across.

15. describing creating or 

editing a document

20. A black dot, circle "they 

are found before the text"

21. How the text is places on 

the document.

22. To transfer ink to paper 

and images.

23. The keys that are shortcuts

24. It is referring to data 

transmission.

25. Not written in cursive

Down

1. space between lines

2. what is used to print 

charts, or other images.

5. where the title goes

10. an arrow or pointing finger

11. checking your work

13. What do you use to make a 

list?

14. To changing the design of 

you writing.

16. "Duplicating text, data, 

files"

17. The thing that goes up and 

down so you can get to where 

you need to go

18. It can fix unnecessary 

punctuation.

19. Bottom of a document 

containing data

Word Bank

font Cursor clipboard scroll bars Grammar check

bullets paste Portrait mode Alignment formatting

spell check header line spacing editing copy

Footer word processing hanging indent Block letter title bar

Thesaurus landscape ribbon bullets Function keys


