Worksheet 2: Formatting race and Track Changes
Task 1: Find each tool in Word
In your group, find each of the following tools in Word and tick them off as you locate them.
​​​☐ Alt text
☐ Headings
☐ Readable font
☐ Contrast checker / Accessibility Checker
Task 2: Where did you find them?
Write short notes.
	Alt text
	

	Headings
	

	Font
	

	Contrast
	


Task 3: Track Changes practice
Use Track Changes to improve this paragraph: 
Many business teams write documents fast but sometimes it is difficult to read because there is too much information in one long paragraph and the ideas are not in a clear order.
Steps
1. Make shorter sentences.
2. Move ideas to create clear order.
3. Change long words to simple words.
4. Keep your edits visible.
Write your new version here:
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