Unit 1 Lesson 3 Working with Tables, Graphs..
True/False
Indicate whether the sentence or statement is true or false.
____
1.
The highlight feature in Microsoft Word allows you to highlight drawings and Clipart.
____
2.
Animated text effects can only be viewed on the screen and cannot be printed.
____
3.
Non-animated character effects are superscript, subscript, strikethrough, bold, and underline.
____
4.
A table is a grid made up of vertical rows and horizontal columns.
____
5.
When a row and column intersect, the resulting box is called a cell.
____
6.
In a table, columns are labeled by numbers; rows are labeled by letters.
____
7.
Word’s Table AutoFormat tool can automatically format a table by adding attractive fonts, highlighting, pictures, and other design features.
____
8.
Borders in a table can have varying width, styles, and colors.
____
9.
Clip Art images (such as line drawings, colorful illustrations, or photographs) are organized in categories that you can search or browse.
____
10.
Press Ctrl+End to move to the top of the document.
____
11.
If you want a vertical line between columns, you have to draw it using the Drawing Toolbar because there is no set option for a vertical line between columns.
____
12.
Multiple columns can make a document easier to read since most people can read narrow columns of text much faster than they can read a single, page-wide column.
____
13.
A document either has to have 1 column throughout the document or 2 columns because it cannot allow part of the document to have one column setting and another part of the document to have a different column setting.
____
14.
Orientation refers to the direction in which text is printed on a page.
____
15.
Portrait orientation is where information prints across the wider dimension of the page.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
16.
The highlight button on the Formatting toolbar is which one of the following?

	a.
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	c.
	[image: image2.png]




	b.
	[image: image3.png]



	d.
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____
17.
Which sentences describes a 3x4 table:

	a.
	A table with 3 rows and 4 columns.

	b.
	A table with 3 inch rows and 4 inch columns.

	c.
	A table with 3 columns and 4 rows.

	d.
	A table with 3 inch columns and 4 inch rows.


____
18.
Which button is the Tables and Borders button on the Standard toolbar?

	a.
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	c.
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	b.
	[image: image7.png]



	d.
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____
19.
Which button is the Insert Table button on the Standard toolbar?

	a.
	[image: image9.png]



	c.
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	b.
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	d.
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____
20.
Which button on the Tables and Borders toolbar allows you to quickly add shading to a cell?

	a.
	[image: image13.png]



	c.
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	b.
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	d.
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____
21.
Which button in the Tables and Borders toolbar allows you to quickly add borders to a cell in a table?

	a.
	[image: image17.png]



	c.
	[image: image18.png]




	b.
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	d.
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____
22.
A chart is inserted into Microsoft Word by performing which steps?

	a.
	Clicking Insert, Picture, Chart

	b.
	Clicking Insert, Chart

	c.
	Clicking this button [image: image21.png]


 on Standard toolbar.

	d.
	both a and c


____
23.
Which screenshot is the default datasheet in Microsoft Word?

	a.
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	b.
	[image: image23.png]




	c.
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	d.
	None of the above


____
24.
Which of the following gives the correct options within the Chart Options dialog box?

	a.
	Titles, Axes, Borders, Shading, Data Color, Data Error Bars

	b.
	Format Font, Borders, Shading, Data Color, Data Error Bars

	c.
	Titles, Axes, Gridlines, Legend, Data Labels, Data Table

	d.
	None of the above


____
25.
The button on the Formatting toolbar that allows you to set the selected text to a different number of columns is which of the following?

	a.
	[image: image25.png]



	c.
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	b.
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	d.
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____
26.
Where can you find the Columns dialog box so that you can change the columns from 1 column to 2 columns with a line in between?

	a.
	On the Main Menu, go to Insert, then Columns

	b.
	On the Main Menu, go to Format, then Columns

	c.
	click the column button [image: image29.png]




	d.
	Either b or c


____
27.
There are two check boxes in the Columns dialog box that allow you to do the following:

	a.
	vertical line between columns and equal column spacing

	b.
	vertical line between columns and equal column width

	c.
	horizontal line between new columns and equal column width

	d.
	horizontal line between new columns and equal column width


____
28.
Which of the following buttons allow you to view how the document will look when printed (i.e. print preview)?

	a.
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	c.
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	b.
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	d.
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____
29.
Which of the following lists the options you will find in the Labels dialog box?

	a.
	Printer information, Tray, Label information, Product number, Details, New Label, Delete

	b.
	Delivery Address, Add electronic postage, Return address, Omit, Print, Add to Document, Cancel, Options, E-postage

	c.
	Delivery Address, Return Address, Font Effects, Add a stamp, Details, New Label, Delete

	d.
	None of the above


____
30.
Which of the following is true about label?

	a.
	You can only print a single label.

	b.
	You can only print a full page of labels to a new document.

	c.
	You can either print a single label or add a full page of labels to a new document.

	d.
	None of the above


Matching
Match the text effect with the words.

	a.
	Highlight
	c.
	Strikethrough

	b.
	Superscript
	d.
	Subscript


____
31.
Text Effects
____
32.
Text Effects
____
33.


Text Effects
____
34.
Text Effects
Match the word/phrase with the most appropriate definition.

	a.
	Highlight
	e.
	Strikethrough

	b.
	Animated Text Effects
	f.
	Shadow

	c.
	Superscript
	g.
	Small Caps

	d.
	Subscript
	h.
	All Caps


____
35.
A symbol or character that appears higher than the other font in a line.
____
36.
Words, sentences, or paragraphs that have a shadow behind them.
____
37.
Words, sentences, or paragraphs that have a line through the middle of them.
____
38.
Words, sentences, or paragraphs that have on-screen animation.
____
39.
Words, sentences, or paragraphs that have all capital letters.
____
40.
A symbol or character that appears lower than the other font in a line.
____
41.
Using the ____ feature, you can make selected text stand out by giving it a colored background.
____
42.
When all characters selected are formatted to have no capital characters.
Match the buttons on the Tables and Borders toolbar with their name.

	a.
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	f.
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	b.
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	g.
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	c.
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	h.
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	d.
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	i.
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	e.
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	j.
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____
43.
Draw Table
____
44.
Shading Color
____
45.
Table AutoFormat
____
46.
Insert Table
____
47.
Line Style
____
48.
Split Cells
____
49.
Merge Cells
____
50.
Line Weight

