	Practice Quiz 09_09_08- Default Settings and Word Documents

	Answer the following 5 questions in 5 minutes.



	

	

	1. You can add icons for commands that are used most often in this section of the word window. (1 point)
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Ribbon Tabs
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2. The Default Setting that decides the format for the direction of the setup of your Word document page for typing and printing is called by what name? (1 point)
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Horizontal Printout Orientation
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Vertical Printout Orientation
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Portrait Orientation

3. The default setting for the font size is _____.  [image: image11.wmf]

 (1 point)
4. The default setting for the font color is ____.  [image: image12.wmf]

 (1 point)
5. The default setting for the zoom level is _____%. [image: image13.wmf]

 (1 point)



Answers to 09/09 Practice Quiz:
1) Quick Access Toolbar

2) Portrait Orientation

3) 11

4) Calibri

5) 100

	Practice Quiz 09_10_08- Changing the Word Window

	This Quiz has 5 questions. You will have three attempts to take the quiz. There is a time limit of 15 minutes.


	1. When you first open a word window which view option is the default view? (1 point)
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	2. To minimize or maximize the Ribbon you need to double-click the Office Button. (1 point)
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	3. From the previous question what is the correct answer. To minimize or maximize the Ribbon where do you need to double-click? [image: image21.wmf]

 (1 point)


	4. Which tab contains the choice to insert a watermark? (1 point)
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	5. When you open a new document the settings for the left and right margins are automatically set at how many inch(es)? Please just enter the number in your answer. [image: image27.wmf]

 (1 point)


Answers to 09/10 Practice Quiz:

1) Print Layout

2) False

3) Active Tab

4) Page Layout

5) 1

	Practice Quiz 09_11_08- Exercise 2- Working with Show/Hide Marks

	The following quiz has 5 questions. You will have 15 minutes to complete the quiz. You will have three attempts.


	1. Where is the Word Options button that allows you to select nonprinting characters to display? (1 point)
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	2. What are the buttons you need to press on the keyboard to go to the beginning of the a document? (1 point)
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Ctrl+Home
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	3. What does the nonprinting character for a space look like? (1 point)
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	4. What are the buttons you need to press on the keyboard to go to the beginning of the a line? (1 point)
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Ctrl+Home
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	5. Go to the Print Dialog Box. What is the button that you have to select in order to print only the page you are currently typing on. [image: image48.wmf]

 (1 point)


Answers to 09/11 Practice Quiz:

1) Office Button

2) Ctrl+Home

3) Dot(.)

4) Home

5) Current Page

	Practice Quiz 09_15_08- Exercise 3- Spelling, Grammar, and Thesaurus

	You will have three chances to take the practice quiz. You will need to use Microsoft Word to do some of the questions on this quiz.


	1. In which Ribbon tab can you find the Thesaurus command button? (1 point)
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	2. Open a Blank Word Document. Write the word Incredible. Use the Thesaurus to find a synonym for incredible. Scroll down the Thesaurus research pane to find the last synonym for incredible. What is this word?  [image: image54.wmf]

 (1 point)


	3. Open a blank word document. Write the next sentence. He is over their. A blue wavy underline appears. What type of spelling error is in the sentence?  [image: image55.wmf]

 (1 point)


	4. If you want to select the choices for Spelling and Grammar, you need to go to the Word Options Button. Where is the Word Options button located? (1 point)
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	5. When you are in the Word Options button section you can make changes to the way you want to check for Spelling and Grammar. Which section in Word Options takes you to Spelling and Grammar? (1 point)
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6. 


Answers to 09/15 Practice Quiz 
1) Review

2) phenomenal

3) Contextual

4) Office Button

5) Proofing

	Practice Quiz 09_16_08- Exercise 4- Autocorrect, Spacing, (Non)Contiguous

	You will have fifteen minutes to complete this quiz. You will have three tries. Please open a new Word Document to use for this quiz.


	1. Open a new Word document. Go to the Autocorrect Options Dialog Box. Scroll down the default corrections. What is the first word in this list? [image: image66.wmf]

 (1 point)


	2. Go to the Autocorrect Options Dialog Box. How do you disable the Autocorrect Options? Write down the words that are next to the box that you have to deselect to disable Autocorrect. [image: image67.wmf]

 (1 point)


	3. When you want to highlight non-contiguous text to format and change it, first you highlight the first text then you press what key on your keyboard? [image: image68.wmf]

 (1 point)


	4. Click on your line spacing command button. The lowest option level of line spacing in this command button is 1. What is the highest level? [image: image69.wmf]

 (1 point)


	5. Click the lower right arrow on your paragraph group to open the paragraph dialog box. Go to the before paragraph spacing level. Click the arrow up one time to increase the spacing. What is the new number of points for the paragraph spacing for before? Write only the number. [image: image70.wmf]

 (1 point)


Answers to 09/16 Practice Quiz

1) about

2) Replace text as you type

3) Ctrl or Control

4) 3 or 3.0

5) 6
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