Unit 1 Lesson 4 Collaborating with Others
True/False
Indicate whether the sentence or statement is true or false.
____
1.
In addition to inserting comments, reviewers can make changes to a document.
____
2.
You can merge all reviewers’ comments together into a single copy of the document.
____
3.
After clicking New Comment, type your change or suggestion in the comment sidebar.
____
4.
Microsoft Internet Explorer is an example of a Web browser.
____
5.
Word offers a feature that allows users to preview how their documents will look as a Web page.
____
6.
Word documents saved as Web pages can only be viewed in Internet Explorer.
____
7.
In order to display hidden characters, you should click the Show/Hide button.
____
8.
You can modify some kinds of fields to change their appearance or the way they function.
____
9.
You display field codes by right-clicking the field and selecting Toggle Field Codes.
____
10.
It is a good idea to check the Web page document you are creating by occasionally choosing Web Page Preview.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Reviewers may make which of the following modifications to a document?

	a.
	Insert comments
	c.
	Create file types

	b.
	Create spreadsheets
	d.
	Delete toolbars


____
12.
On the Reviewing toolbar, select ____ to mark the changes you will make.

	a.
	Next Comment
	c.
	Insert Comment

	b.
	Track Changes
	d.
	Accept Change


____
13.
Which of the following is NOT a reason to share and review documents?

	a.
	Inserting comments
	c.
	Editing text

	b.
	Reviewing changes
	d.
	Researching program codes


____
14.
The WWW allows people to publish documents that include everything except:

	a.
	Text
	c.
	Images

	b.
	Smells
	d.
	Audio clips


____
15.
Which is the underlying code that determines how Web documents look?

	a.
	BASIC
	c.
	FORMULA

	b.
	HTML
	d.
	HTTP


____
16.
When you save a document as a Web page, the file type will be:

	a.
	.dot
	c.
	.htm

	b.
	.xls
	d.
	.http


____
17.
Which of the following is NOT an example of a field that could be used in Word?

	a.
	File name
	c.
	Misspelled words

	b.
	Date and/or time
	d.
	Author’s name


____
18.
Which of the following options allow you to see the underlying code of a field?

	a.
	Toggle Field Codes
	c.
	Code Field Finder

	b.
	Edit Field
	d.
	Update Field


____
19.
HTML stands for:

	a.
	Hidden Text Manipulating Language

	b.
	Hypertext Markup Language

	c.
	Hypertool Marking Linguistics

	d.
	Hellenistic Tool Marsupial Lentissimo


____
20.
Which of the following buttons allows you to view the Reviewing Pane?

	a.
	[image: image1.png]



	c.
	[image: image2.png]




	b.
	[image: image3.png]



	d.
	[image: image4.png]abl







Matching
Match the following buttons with their functions:

	a.
	[image: image5.png]



	e.
	[image: image6.png]




	b.
	[image: image7.png]



	f.
	[image: image8.png]




	c.
	[image: image9.png]



	g.
	[image: image10.png]




	d.
	[image: image11.png]





____
21.
Previous Comment
____
22.
Reject Change/Delete Comment
____
23.
Next Comment
____
24.
Accept Change
____
25.
Reviewing Pane
____
26.
Track Changes
____
27.
New Comment
Match the following word/phrase with the most appropriate statement.

	a.
	field code
	e.
	version

	b.
	placeholder
	f.
	update

	c.
	customize
	g.
	Toggle field codes

	d.
	field
	h.
	Update field


____
28.
To manually renew a field code, right-click it and choose ____.
____
29.
It is possible to ____ fields to meet your specific needs.
____
30.
The underlying code that enables field information to change is known as the ____.
____
31.
A field is a special ____ for information such as date or time.
____
32.
Fields can help users identify the newest ____ of a document.
____
33.
You can set a field to ____ its information automatically.
Match the following commands with the action they produce:

	a.
	Insert, Date and Time

	b.
	File, Web Page Preview

	c.
	Tools, Compare and Merge Documents

	d.
	Insert, Comment

	e.
	File, Save as Web Page

	f.
	Insert, Field

	g.
	Tools, Track Changes

	h.
	Right-click field, Toggle Field Code


____
34.
Place a comment in a document.
____
35.
Place a field in a document.
____
36.
Enable changes and comments to be marked in a document.
____
37.
Add the date and/or time to a document.
____
38.
Save a document with a .htm file format.
____
39.
See how a document would look in a Web browser.
____
40.
View the underlying code of a field.

