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What is Microsoft Word 2003?
1. Microsoft Word is a program used for ________.
 FORMCHECKBOX 

A.
accounting work

 FORMCHECKBOX 

B.
slide presentations

 FORMCHECKBOX 
(
C.
creating and modifying documents

 FORMCHECKBOX 

D.
None of the above

2. Word features a Graphic User Interface (GUI), which reduces your need to memorize commands.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Starting Word 2003
3. Where is text inserted in a Word document?

 FORMCHECKBOX 

A.
At the position of the mouse pointer

 FORMCHECKBOX 

B.
At the position of the flashing mouse pointer

 FORMCHECKBOX 
(
C.
At the position of the flashing insertion point

 FORMCHECKBOX 

D.
At the upper-left corner of the screen

4. The method you use to start Word depends on whether you want to create a new document or open an existing one.
 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Managing Toolbars

5. Toolbars ________.
 FORMCHECKBOX 

A.
assist you in creating and formatting documents
 FORMCHECKBOX 

B.
can be displayed or hidden
 FORMCHECKBOX 

C.
can be moved to any screen location
 FORMCHECKBOX 
(
D.
All of the above
6. The Standard and Formatting toolbars are located at the top of the Word window because their buttons are used most frequently.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Task Panes

7. Which of the following statements about task panes is true?
 FORMCHECKBOX 

A.
Task panes always appear on the right side of the Word screen
 FORMCHECKBOX 

B.
Task panes are moveable
 FORMCHECKBOX 

C.
Task panes appear wherever the last person who used your computer left them
 FORMCHECKBOX 
(
D.
B and C only
8. Task panes offer easy access to commonly used Word features.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Getting Help in Word 2003
9. Which method of getting help provides a Table of Contents link that allows you to search categories?
 FORMCHECKBOX 

A.
Office Assistant
 FORMCHECKBOX 

B.
Ask a Question text box
 FORMCHECKBOX 
(
C.
Help task pane
 FORMCHECKBOX 

D.
Online Help
10. Which of the following statements about online Help is true?
 FORMCHECKBOX 

A.
Answers to help questions are generated from your computer if it is connected to the Internet
 FORMCHECKBOX 

B.
Microsoft integrates its reference manuals into online Help
 FORMCHECKBOX 

C.
Help is available for just about any topic you can imagine
 FORMCHECKBOX 
(
D.
All of the above
Navigating in a Word Document

11. What is the function of the vertical and horizontal scroll bars?

 FORMCHECKBOX 

A.
To save documents

 FORMCHECKBOX 

B.
To format text

 FORMCHECKBOX 
(
C.
To browse through a document

 FORMCHECKBOX 

D.
To move the insertion point through the document

12. What does the mouse pointer look like in the body of a document?

 FORMCHECKBOX 

A.
A right-facing arrow

 FORMCHECKBOX 

B.
A left-facing arrow

 FORMCHECKBOX 

C.
An hourglass

 FORMCHECKBOX 
(
D.
None of the above

Handling Documents
13. To what location can documents be saved?

 FORMCHECKBOX 

A.
A floppy disk

 FORMCHECKBOX 

B.
The My Documents folder

 FORMCHECKBOX 

C.
A USB flash drive

 FORMCHECKBOX 
(D.
All of the above

14. Once a document is open, you can ________ it.

 FORMCHECKBOX 

A.
browse

 FORMCHECKBOX 

B.
print

 FORMCHECKBOX 

C.
edit

 FORMCHECKBOX 
(
D.
All of the above

15. The Close button keeps Word open but closes the current document.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
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