Unit One Review
True/False
Indicate whether the sentence or statement is true or false.
____
1.
A saved document with a unique name is called a file.
____
2.
When you Cut data in Word, it is permanently removed from the computer.
____
3.
One point equals 1/100 of an inch.
____
4.
Each item in a bulleted list is introduced by a small graphic called a symbol.
____
5.
An outlined numbered list is introduced by a numeral and has one level.
____
6.
A table is a grid made up of vertical rows and horizontal columns.
____
7.
When a row and column intersect, the resulting box is called a cell.
____
8.
Borders in a table can have varying width, styles, and colors.
____
9.
Press Ctrl+End to move to the top of the document.
____
10.
Orientation refers to the direction in which text is printed on a page.
____
11.
In addition to inserting comments, reviewers can make changes to a document.
____
12.
After clicking New Comment, type your change or suggestion in the comment sidebar.
____
13.
Word offers a feature that allows users to preview how their documents will look as a Web page.
____
14.
Word documents saved as Web pages can only be viewed in Internet Explorer.
____
15.
Word does not allow you to merge documents, but it does allow you to copy a document into another document.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
16.
Word documents are saved with which of the following file types?

	a.
	.doc
	c.
	.txt

	b.
	.xls
	d.
	.dot


____
17.
Word’s Print dialog box allow you to do all but which of the following?

	a.
	Select a printer
	c.
	Format margins

	b.
	Set the number of copies to print
	d.
	Select pages for printing


____
18.
To search for a suitable new word when using the Thesaurus feature, click ____.

	a.
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	c.
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	b.
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	d.
	[image: image4.png]Look Up







____
19.
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


____
20.
Which button sets a left tab?

	a.
	[image: image5.png]



	c.
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	b.
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	d.
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____
21.
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


____
22.
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.


____
23.
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


____
24.
Which screenshot is the default datasheet in Microsoft Word?

	a.
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	b.
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	c.
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	d.
	None of the above


____
25.
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


____
26.
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


____
27.
Reviewers may make which of the following modifications to a document?

	a.
	Insert comments
	c.
	Create file types

	b.
	Create spreadsheets
	d.
	Delete toolbars


____
28.
The WWW allows people to publish documents that include everything except:

	a.
	Text
	c.
	Images

	b.
	Smells
	d.
	Audio clips


____
29.
Which of the following is a legitimate date field format?

	a.
	m/dd/yyyy
	c.
	y/m/dd

	b.
	m.dd.yyyy.t.v
	d.
	ddd/m/y


____
30.
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


Matching
Match the best word/phrase with the following questions:

	a.
	Spelling checker
	e.
	Thesaurus

	b.
	Suggestions list
	f.
	Standard

	c.
	Change
	g.
	Ignore Once

	d.
	Grammar checker
	h.
	Tools


____
31.
The ____ contains words that the Spelling and Grammar checker recommends as correctly spelled.
____
32.
The ____ will check your document for grammatical errors.
____
33.
The Thesaurus is found on the ____ menu.
____
34.
Click ____ to skip over a recommended spelling in Spelling and Grammar checker.
____
35.
The ____ can help you find alternate word choices.
____
36.
The Spelling and Grammar checker is found on the ____ toolbar.
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.

