CREATE

Challenging Regional Educators to Advance Technology in Education

for Mississippi

Word XP: Creating a Quiz Using Outlines

1. Open Microsoft Word by selecting START > Flvord_auzdocmEE

PROGRAMS > MICROSOFT WORD File Edit Wiew Insert | Format | Tools Table  Window
' DERan (A o
; =% Paragraph...

2. Click FORMAT > BULLETS AND S
NUMBERING located on the -= 0 i &= —— - R&J
Standard toolbar. ol e

Bulleted | Mumbered  Outline Numbered IList Stylasl
= " " 3. Click the OUTLINE NUMBERED tab located at
o » 1 > the top of the Bullets and Numbering window.
il 111,
4. Make sure the example on the first row, second
Al‘tlc.\el.Headin ‘1 Heading 1 |. Heading 1 Chapter 1 Heac COlumn IS Selected.
(&) Heading 3 1.4.1 Heading = 1. Heading Heading
& Restart numbering € Continue previous list Custonizs. .. 5 Cth the OK bUtton to return to the main
document window.
Reset Cancel

6. Type the first question.

7. Press the ENTER key on the keyboard.

=
8. Press the TAB key on the keyboard OR click the INCREASE INDENT icon L=—1 located
on the Formatting toolbar.

9. Type one of the options to the question written in Step 6.

10. Press the ENTER key on the keyboard.

11. Repeat Steps 8, 9 and 10 until all the options to the question are completed.
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12. After you complete a question, either press the SHIFT- ) ) )
. 1) Who is the current president of the United States?
TAB keys on the keyboard OR click the DECREASE a) Ronald Reagan

— b) Gerald Ford
= c) JohnF. Kennedy

INDENT icon located on the Formatting toolbar. &) George W. Bush

2) Who won the 2[?02 Super Bowl?
13. Repeat Steps 4-10 until the quiz is completed. When e

b) Tampa Bay Buccaneers
you are completed you should have a quiz that looks ¢) New York Giants

. . . 4y MWew Orleans Saints
similar to the image on the right.

Tl

Note: Double-space between questions by anchoring your cursor at the end of the last
option of each question and press the SHIFT-ENTER keys on the keyboard.

Customizing Quiz Numbering

If you navigate to the window shown in Step 3, you can click the CUSTOMIZE button to alter
the numbering scheme used for the quiz. The window shown will look like the image that is
shown below.

From this point, you can change the Font style, size, etc.

Customize Dutline Numbered List 21xl
~Murnber Format
Lewvel Mumber Format: k
- |1) Cancel
2
3 MNumber skyle: Start at: Mare ¥
5 .
6 Previous level Preview
7 number: q
g 1
a LI I vl Fonk. .. |
a)
Mumber position i
ILeFt VI Aligned at:ID" E‘ (1
k)
Text position (I1)
Tab space after: é
ID.25" 5‘ Indent at: ID.ZS" E‘ i.

Contact Information:

Voice: 662-325-5009 Web site: http://www.create4ms.org
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