[bookmark: _GoBack]

Chapter 4


Sections/Section Breaks


Insert/Modify Smart Art


Create/Customize Tables


Adv. Paragraph Features


Expand font


Modify styles


Watermarks


Difference between Page Break and Next Page Section


Multilevel Lists and Custom Bullets


Cell padding/spacing


Merging/Splitting/Adding/Deleting columns & rows


Fill/Shading


Sorting


AutoFit/BestFit/Distribute


Rotate Text/Cell Alignment


Calculated Fields


Add Shapes


Change Colors/Styles


Text and Picture


Header/Footer's for sections only













