Unit 1 Lesson 2 Formatting Documents
True/False
Indicate whether the sentence or statement is true or false.
____
1.
There are two types of formatting styles: paragraph and character.
____
2.
Format Painter lets you copy formatting from a text selection and apply it to another.
____
3.
Decrease Indent moves an indented paragraph left to the next default tab stop.
____
4.
Increase indent moves an indented paragraph left to the next default tab stop.
____
5.
This button [image: image1.png]


 will set a left tab on the ruler.
____
6.
A tab is the amount of space by which text is indented from the left margin.
____
7.
You can use multiple tabs in a single paragraph to align text in rows.
____
8.
Lists allow you to organize facts, ideas, and steps quickly and clearly.
____
9.
Each item in a bulleted list is introduced by a small graphic called a symbol.
____
10.
An outlined numbered list is introduced by a numeral and has one level.
____
11.
Applying the style called Hyperlink allows you to make the text you selected become a hyperlink.
____
12.
A font is a complete set of alphabetical characters (including the letters, numbers, punctuation marks, and symbols) based on the same unique design.
____
13.
The following is the Formatting toolbar:

[image: image2.png]41 omal ~ TmesNewRoman v 12 « B 7 U





____
14.
As you type, Word automatically inserts a page break at the beginning of each page you fill with text.
____
15.
To insert page numbers, you need to click Format on the Main Menu and then click Page Numbers.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
16.
What are the types of formatting styles that can be applied in Microsoft Word?

	a.
	Chart style
	c.
	Character style

	b.
	Paragraph style
	d.
	Both b and c


____
17.
Format Painter allows you to copy formatting characteristics ____.

	a.
	From text to text
	c.
	From a chart to a chart

	b.
	From paragraph to paragraph
	d.
	Both a and b


____
18.
Which button allows you to indent to the right?

	a.
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	c.
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	b.
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	d.
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____
19.
Which statement is true about the shading format option?

	a.
	Format shading allows you to shade a box.

	b.
	Format shading allows you to shade the background behind a picture.

	c.
	Format shading allows you to shade the background behind a paragraph.

	d.
	All are true.


____
20.
Which statement is true about the border formatting option?

	a.
	Format border allows you to add a border to a table.

	b.
	Format border allows you to add a border around a picture.

	c.
	Format border allows you to add a border around a paragraph.

	d.
	All are true.


____
21.
The center tab button is ____.

	a.
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	c.
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	b.
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	d.
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____
22.
Which of these choices shows what a decimal tab would do?

	a.
	
10.45


111.506
	c.
	
1.450


111.50

	b.
	

10.45



111.506
	d.
	None of the above


____
23.
Which button sets a left tab?

	a.
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	c.
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	b.
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	d.
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____
24.
Which of the following is a bulleted list?

	a.
	1.

2.

3.

4.
	c.
	




	b.
	A.

B.

C.

D.
	d.
	I.

II.

III.

IV.


____
25.
What is the difference between a numbered list and an outline numbered list?

	a.
	Both lists are the same.

	b.
	The numbered list uses only numbers and the outline numbered list uses letters.

	c.
	The numbered list uses only numbers and the outline numbered list uses numbers and letters.

	d.
	The lists are the similar in that they give an order to a list, but the outline numbered list give an order and a hierarchy.


____
26.
Which of the following is the Bullets button?

	a.
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	c.
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	b.
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	d.
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____
27.
Which of the following is the most accurate?

	a.
	Good text formatting is essential in a professional-looking document.

	b.
	Consistency is important when formatting your text.

	c.
	Body text should be uniformly formatted throughout the document, as should headings, tables, and other elements.

	d.
	A consistent look and feel makes a document easier to read.

	e.
	All the above are true.


____
28.
The following text has what font styles: The Big Gray Cat.

	a.
	none, italic, bold, underline
	c.
	none, bold, underline, italic

	b.
	bold, none, italic, underline
	d.
	none, bold, italic, underline


____
29.
When inserting a page break, you want to do the following first:

	a.
	Go to the Page Numbers dialog box.

	b.
	Go to the Header and Footer dialog box.

	c.
	Go to the Page Break dialog box.

	d.
	Place your insertion point where you want the page break to begin.


____
30.
A page break can occur in which of the following places:

	a.
	Between paragraphs
	c.
	At the end of a paragraph

	b.
	In the middle of a paragraph
	d.
	All of the above


Matching
Match the following buttons with their correct definition.

	a.
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	d.
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	b.
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	e.
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	c.
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	f.
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____
31.
_____ This button is a drop down box to change the color of font.
____
32.
_____ This button allows you to make the font underlined.
____
33.
_____ This button is a drop down box to change the type of font, or typeface, you use.
____
34.
_____ This button allows you to make the font italic.
____
35.
_____ This button allows you to make the font bold.
____
36.
_____ This buttons is a drop down box to change the point size of a font.
Match the short-cut key with the correct phrase.

	a.
	Alt+O, S
	h.
	Alt+O, F, Alt+W

	b.
	Alt+O, P
	i.
	Alt+O, T

	c.
	Alt+O, P then I
	j.
	Alt+O, N

	d.
	Alt+O, P then I, then Alt+N
	k.
	Alt+O, F

	e.
	Alt+O, P then I, then Alt+G, L
	l.
	Alt+O,F then N, then Alt+C

	f.
	Alt+O, P then I, then Alt+G, R
	m.
	Alt+V, H

	g.
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	n.
	Alt+I, U


____
37.
_____ To change the font to shadow effect.
____
38.
_____ To change the paragraph indenting and spacing options.
____
39.
_____ To change the paragraph alignment to right-aligned.
____
40.
_____ To change the paragraph formatting options.
____
41.
_____ To change the paragraph styles.
____
42.
_____ To copy one type of formatting characteristic onto another selection.
____
43.
_____ To change the paragraph line options.
____
44.
_____ To change the paragraph alignment to left-aligned.
____
45.
_____ To change the bullets and numbering options.
____
46.
_____ To change the tab options.
____
47.
_____ To change the color of the font.
____
48.
_____ To change the formatting options.
____
49.
_____ To change the header and footer options.
____
50.
_____ To change the page number options.

