NAME________________________________QUIZ FOR EXERCISES (1-4)                       DATE______________________

Directions: Please fill in the correct answer to multiple choice questions (1-20) on the Scantron sheet. Do not write on the test. For fill in the blank questions (21-25) please write your answer on the back of the Scantron sheet.
		Quiz Questions from topics on 09/09/08- Default Settings and Word Documents

	




	

		1. You can customize the Quick Access Toolbar to have commands as icons on your toolbar. When you press customize quick access toolbar what is the first command that you can save like an icon? (1 point)
	
	a) Quick Print

	
	b) Open

	
	c) Save

	
	d) New

	
	e) E-mail




	2. The Default setup for your Word document page for typing and printing is vertically 8 ½  by 11. What is the name of the when your Word document is set up horizontally 11 by 8 ½? (1 point)
	
	a) Horizontal Printout Orientation

	
	b) Vertical Printout Orientation

	
	c) Print Preview Orientation

	
	d) Landscape Orientation

	
	e) Portrait Orientation




	3. You can make font sizes many sizes. What is the highest setting for the font size that you can choose from in the drop arrow font menu in the Ribbon? (1 point)
a) 54
b) 72
c) 108
d) 48
e) 36

	4. Click on the drop arrow font color menu. What is the first setting for the font color in the Standard colors section?. Hint, if you place your mouse over a square it will tell you the name of the color. Do not click it. (1 point)
a) Yellow
b) Light Green
c) Purple
d) Red
e) Dark Red

	5. What is the lowest setting you can choose for the document zoom level? (1 point)
a) 20%
b) 500%
c) 10%
d) 90%
e) 100%












	Quiz Questions from topics on 09/10/08- Exercise 1- Changing the Word Window

	



	6. When you first open a word window the default view is in Print Layout. Look at your view options found on the status bar. 
If Print Layout is your first option, what is the third possible view option that you can choose? (1 point)
	
	a) Web Layout

	
	b) Draft

	
	c) Print Layout

	
	d) Full Screen Reading

	
	e) Outline




	7. When you open a Word document how many tabs are on the Ribbon?(1 point)
a) 8
b) 6
c) 4
d) 10
e) 1

	8. To minimize or maximize the Ribbon where do you need to double-click?(1 point)
a) Status Bar
b) Ruler
c) Active Tab
d) Quick Access Toolbar
e) Office Button

	9. Which tab contains the choice to insert a watermark? (1 point)
	
	a) Home

	
	b) Page Layout

	
	c) Insert

	
	d) Data

	
	e) View




	10. When you open a new Word document the settings for the left and right margins are automatically set at how many inch(es)?(1 point)

a)  2 inches
b)  3 inches
c)  1.25 inches
d) 1 inches
e) 5 inches


	Quiz Question from topics on 09_11_08- Exercise 2- Working with Show/Hide Marks

	11. Where is the Word Options button located? (1 point)
	
	a) Status Bar

	
	b) Quick Access Bar

	
	c) Ribbon

	
	d) Office Button

	
	e) Ruler




	12. What are the buttons you need to press on the keyboard to go to the beginning of a line? (1 point)
	
	a) Ctrl+Home

	
	b) Ctrl+End

	
	c) Home

	
	d) End

	
	e) Alt+Home




	13. What does the nonprinting character for a tab look like? (1 point)
	
	a) Arrow(->)

	
	b) Dot(.)

	
	c) Hyphen(-)

	
	d) Colon(:)

	
	e) Semi-Colon(;)




	14. What are the buttons you need to press on the keyboard to go to the end of the document? (1 point)
	
	a) Ctrl+Home

	
	b) Home

	
	c) End

	
	d) Ctrl+End

	
	e) Ctrl




	15. Go to the Office Button and the Print Choices. If you are satisfied with the settings of your document 
 what is the choice that you have to select in order to print. (1 point)



a) Print
b) Quick Print
c) Print Preview
d) Print Layout
e) Print Quick

	Quiz Questions for topics from 09/15/08- Exercise 3- Spelling, Grammar, and Thesaurus

	



	16. Go to the Ribbon tab where can you find the Thesaurus command button. In which group is the Thesaurus? (1 point)
	
	a) Comments

	
	b) Tracking

	
	c) Changes

	
	d) Proofing

	
	e) Compare




	17. Open a Blank Word Document. Type the word Great. Use the Thesaurus to find an antonym for Great. The Thesaurus research pane gives you many antonyms for the word Great. What is last antonym? (1 point)
a) Tiny
b) Ordinary
c) Unimportant
d) Awful
e) Lowly



	18. Open a blank word document. Write the next sentence. This is four you. What type of error is in the sentence?(1 point)
a) Spelling
b) Grammar
c) Structure
d) Contextual
e) Style


	19. If you want to select the choices for Spelling and Grammar, you need to go to the Word Options Button. Where is the Spelling and Grammar options in the Word Options? (1 point)
	
	a) Popular

	
	b) Display

	
	c) Proofing

	
	d) Save

	
	e) Advanced




	20. When you are in the Spelling and Grammar section which option can you deselect to disable the green wavy underlines from appearing? (1 point)
	
	a) Check Spelling as You Type

	
	b) Use Contextual Spelling

	
	c) Check Grammar with Spelling

	
	d) Show Readiability Statistics

	
	e) Mark Grammar Errors as You Type















	Quiz Questions from topics on 09_16_08- Exercise 4- Autocorrect, Spacing, (Non)Contiguous

	



	21. Open a new Word document. Go to the Autocorrect Options Dialog Box. Scroll down the default corrections. What is the last word in this list?  (1 point) __________________________



	22. If you write the sentence, Tomorrow is thursday and the letter t in the day is not capitalized which option do you need to select in the Autocorrect Options Dialog Box to capitalize the t. (1 point)___________________

	23. Name three ways to select or highlight contiguous text to format and change it.(3 point)

,

	24. Click the lower right arrow on your paragraph group to open the paragraph dialog box found on the Home tab. What is the highest option level of line spacing that word allows you to choose? (1 point)


	25. What is the default paragraph spacing setting for after the paragraph? (1 point)__________________
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