LC2Lesson11+12+13+14
True/False
Indicate whether the sentence or statement is true or false.
__f__
1.
All Microsoft Office suites contain the same five applications.
____t
2.
To keep track of e-mail, appointments, tasks, contacts, and events, you would use the Outlook application.
___t_
3.
You can start Office applications using either a desktop icon or the Start menu.
__t__
4.
You can have more than one Office application open at the same time.
_t___
5.
To save a document means to store it on a disk.
__t__
6.
The terms “document” and “file” mean the same thing.
___f_
7.
When you save a file, you must add the extension that identifies the file’s application.
___t_
8.
You cannot include the / or \ character in a filename.
__t__
9.
The quickest way to print a document is to click the Print button on the Standard toolbar.
__t__
10.
To close any current documents and the current Office application, open the File menu and choose Exit.
__f__
11.
When you close a document using the Close command in the File menu, the application automatically closes, too.
__f__
12.
The procedures for closing documents are not the same in all Office applications.
___f_
13.
A comma separates the filename and the extension.
___t_
14.
If you press any keys when text is selected, the new keystrokes will replace the selected text.
_t___
15.
The Getting Started task pane enables you to quickly open documents or create a new document.
__f__
16.
When you open a new document using the Create a new document option in the task pane, the document does not contain any preset options.
__t__
17.
If the text you are keying extends beyond the right margin, Word automatically moves the text to the next line.
__t__
18.
As you enter text, the insertion point moves to the right.
__f__
19.
If the text you are keying extends beyond the right margin, you must press Enter to return to the left margin for the next line.
___t_
20.
To reposition the insertion point in a document, point the I-beam at the location you want the insertion point to appear and then click.
___f_
21.
To quickly move to the end of a Word document, press Ctrl + Page Down.
___f_
22.
Reading view displays your document in classic outline form.
___f_
23.
You can easily select a word by triple-clicking it.
__f__
24.
You cannot print a document with visible revisions and comments.
__f__
25.
The Delete key removes text to the left of the insertion point.
____
26.
Holding down the Backspace or Delete key can remove a whole series of characters.
____
27.
In Overtype mode, new text is inserted between existing text.
____
28.
You can undo more than one change at a time.
____
29.
You can apply more than one character format at a time.
____
30.
A paragraph format can be applied to a specific portion of a paragraph.
____
31.
Alignment refers to how text is positioned between the left and right margins.
____
32.
Bulleted and numbered lists are automatically formatted with a hanging indent.
____
33.
You can change the point size of type in the Font dialog box.
____
34.
To change the location of a tab, you can simply drag its symbol on the Ruler.
____
35.
By selecting a date field in the Date and Time dialog box, a document will always show the current date when the document is opened.
____
36.
The Repeat command allows you to search a document for every time a specific word or phase occurs.
____
37.
Columns are table cells going across the page.
____
38.
When you have to arrange information in columns, you can use either tab stops or a table.
____
39.
Rows are cells going down the page.
____
40.
By default, Word adds borders to all cells in a table.
____
41.
You cannot specify an exact column width or row height in a Word table.
____
42.
To remove rows or columns, you must choose the Delete command in the Table menu.
____
43.
You cannot insert columns and rows after you have started to enter data in a table.
____
44.
If you select a row of cells and press the Delete key, the cells and their contents are removed.
____
45.
To split a cell, you must first position the insertion point in the cell.
____
46.
By default, the columns in a new table are the same width.
____
47.
You can split one table into two with the Split Table command.
____
48.
Borders and shading can help to make the table easier to read.
____
49.
The AutoFit feature automatically adds borders and shading to a table.
____
50.
If the table grid indicates a 5 x 4 Table, a table with five columns and four rows will be inserted in the document.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
51.
To create and maintain your own Web site, use ____.

	a.
	Access
	c.
	Publisher

	b.
	FrontPage
	d.
	Word


____
52.
Each open Office application displays a button in the ____.

	a.
	taskbar
	c.
	objects bar

	b.
	status bar
	d.
	horizontal scroll bar


____
53.
To create financial documents involving calculations, use ____.

	a.
	Access
	c.
	Outlook

	b.
	Excel
	d.
	Word


____
54.
To organize and manipulate information, such as addresses and inventory data, use ____.

	a.
	Access
	c.
	Outlook

	b.
	Excel
	d.
	PowerPoint


____
55.
To organize documents within a disk, you can set up ____.

	a.
	frames
	c.
	folders

	b.
	a navigation structure
	d.
	paths


____
56.
To open a file, choose ____.

	a.
	Open in the File menu

	b.
	Open Office Document on the Start menu

	c.
	the Open button

	d.
	all of the above


____
57.
The animated character that can give you help is called the ____.

	a.
	Office Assistant
	c.
	Office Shortcut Bar

	b.
	Office Help Icon
	d.
	Office Associate


____
58.
An integrated software package, such as Microsoft Office 2003, allows you to ____ data between applications.

	a.
	share
	c.
	scroll

	b.
	calculate
	d.
	none of the above


____
59.
To start a new data file in an Office application, you can click the ____ button on the toolbar.

	a.
	Data
	c.
	Integrated Office Document

	b.
	Open a File
	d.
	New Blank Document


____
60.
The extension ____ identifies Word documents.

	a.
	xls
	c.
	ddl

	b.
	doc
	d.
	wrd


____
61.
When you ____ through a document, you move through it without repositioning the insertion point.

	a.
	roll
	c.
	scroll

	b.
	link
	d.
	both a and c


____
62.
You can navigate through a document without taking your hands off the computer keys when you use ____.

	a.
	arrow keys
	c.
	the PgUp key

	b.
	keyboard shortcuts
	d.
	all of the above


____
63.
The arrangement of a standard keyboard on a computer is referred to as ____.

	a.
	Dvorak
	c.
	alphabetical

	b.
	QWERTY
	d.
	YUIOP


____
64.
You can use Word to create ____.

	a.
	reports
	c.
	letters and memos

	b.
	tables
	d.
	all of the above


____
65.
You can use Word to create ____.

	a.
	spreadsheets
	c.
	Web pages

	b.
	collections of data
	d.
	presentations


____
66.
The feature that automatically moves text to the next line is called ____ wrap.

	a.
	word 
	c.
	line 

	b.
	page 
	d.
	none of the above


____
67.
To move the insertion point to the next screen of text, press ____.

	a.
	the Page Down key
	c.
	the End key

	b.
	the Scroll Down key
	d.
	Ctrl + the End key


____
68.
____  means to turn an option on or off using the same procedure.

	a.
	Switch
	c.
	Optimize

	b.
	Toggle
	d.
	Overtype


____
69.
To display nonprinting characters, click the ____ button.

	a.
	Character
	c.
	Show/Hide ¶ 

	b.
	Display 
	d.
	Toggle 


____
70.
In ____ view, the status bar, ruler, or task panes are not visible in a Word document.

	a.
	Outline
	c.
	Plain

	b.
	Reading
	d.
	Web Layout


____
71.
When you triple-click in a Word document, you select the ____ where the insertion point is positioned.

	a.
	sentence
	c.
	word

	b.
	page
	d.
	paragraph


____
72.
To select a sentence, you ____.

	a.
	double-click in the sentence

	b.
	hold down the Ctrl key and click in the sentence

	c.
	triple-click in the sentence

	d.
	press Ctrl + A


____
73.
To select a line of text, you ____.

	a.
	click in the left margin

	b.
	hold down the Shift key and press the right arrow

	c.
	double-click in the line

	d.
	press Ctrl + A


____
74.
The Insert Comment button is on the ____ toolbar.

	a.
	Standard
	c.
	Notes

	b.
	Reviewing
	d.
	Track Changes


____
75.
To change the magnification of the document and make text and graphics appear smaller or larger, you use the ____ command on the View menu.

	a.
	Magnification
	c.
	Zoom

	b.
	Size
	d.
	none of the above


____
76.
To remove text to the right of the insertion point, use the ____ key.

	a.
	Backspace
	c.
	Remove 

	b.
	Delete
	d.
	Enter 


____
77.
To remove text to the left of the insertion point, use the ____ key.

	a.
	Backspace
	c.
	Remove

	b.
	Delete
	d.
	Enter


____
78.
By default, Word enters text in a document in ____ mode.

	a.
	Overtype
	c.
	Typing

	b.
	Insert
	d.
	Enter


____
79.
Cut or copied text is stored temporarily in the ____.

	a.
	Clipboard
	c.
	Cupboard

	b.
	Character Store
	d.
	Cabinet


____
80.
Bold and italics are examples of ____ formats.

	a.
	character
	c.
	document

	b.
	paragraph
	d.
	text


____
81.
Fonts are measured in ____.

	a.
	points
	c.
	inches

	b.
	pixels
	d.
	centimeters


____
82.
Word’s default line spacing is ____.

	a.
	single
	c.
	double

	b.
	1.5
	d.
	none of the above


____
83.
A page that is formatted with the short edge of the page at the top is using ____ orientation.

	a.
	landscape
	c.
	standard

	b.
	portrait
	d.
	print


____
84.
To view how your document will look when it is printed, ____.

	a.
	click the Print Preview button
	c.
	select Normal view

	b.
	you must print the document
	d.
	none of the above


____
85.
The Symbol command allows you to insert a ____ in a Word document.

	a.
	copyright mark
	c.
	date

	b.
	dash
	d.
	both a and b


____
86.
The keyboard shortcut to execute the Replace command is ____.

	a.
	Shift + F
	c.
	Ctrl + R

	b.
	Ctrl + H
	d.
	Shift + down arrow


____
87.
 The intersection of a row and a ____ in a table is called a cell.

	a.
	gridline
	c.
	box

	b.
	column
	d.
	section


____
88.
The underlying boundary lines for table cells are called ____.

	a.
	format lines
	c.
	gridlines

	b.
	border lines
	d.
	table lines


____
89.
When you reach the end of a row and press ____, the insertion point moves to the first cell in the next row.

	a.
	Tab
	c.
	Ctrl

	b.
	Enter
	d.
	Spacebar


____
90.
The ____ toolbar provides the Draw Table and Eraser tools.

	a.
	Table
	c.
	Tables and Borders

	b.
	Grid
	d.
	Tables and Gridlines


____
91.
Converting one table cell into multiple cells is called ____ cells.

	a.
	splitting
	c.
	combining

	b.
	merging
	d.
	multiplying


____
92.
To adjust the width of the each column in a table automatically, use the ____ command.

	a.
	AutoCorrect
	c.
	AutoFit

	b.
	AutoAdjust
	d.
	AutoFormat


____
93.
To create a complex table in Word that has cells of differing heights or varying numbers of columns per row, use the ____ tool.

	a.
	Draw Table
	c.
	Complex Table

	b.
	Insert Table
	d.
	Draw Grid


____
94.
To rotate text from horizontal to vertical, use the ____ button.

	a.
	Vertical Text
	c.
	Rotate Text Direction

	b.
	Change Text Direction
	d.
	Change Direction


____
95.
You can adjust the thickness of table borders using the ____ list box on the Tables and Borders toolbar.

	a.
	Line Thickness
	c.
	Line Weight

	b.
	Line Heaviness
	d.
	Border


____
96.
To quickly add borders and shading to an entire table, use the ____ command.

	a.
	Table AutoFormat
	c.
	Table AutoGrid

	b.
	Table AutoFit
	d.
	None of the above


____
97.
When converting text to a table, ____.

	a.
	Word determines the number of columns needed

	b.
	Word inserts tabs to show where the column breaks are

	c.
	Both a and b

	d.
	None of the above


____
98.
When editing a table, you can ____.

	a.
	insert text within a cell

	b.
	change the font and alignment of the text within a cell

	c.
	copy or move text

	d.
	all of the above


____
99.
The ____ tool enables you to remove cell boundaries using the mouse.

	a.
	Draw Table
	c.
	Tables and Borders

	b.
	Gridline
	d.
	Eraser


____
100.
To add a new row anywhere in the table, use the ____ command on the Table menu.

	a.
	Row
	c.
	Insert

	b.
	Table Addition
	d.
	None of the above
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