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Inserting Text

1. Which of the following statements about Smart Tags is true?

 FORMCHECKBOX 

A.
Smart tags are noted by purple dotted lines
 FORMCHECKBOX 

B.
Clicking a Smart Tag button displays a menu of available actions
 FORMCHECKBOX 

C.
Available Smart Tag actions vary depending on the type of text marked
 FORMCHECKBOX 
(
D.
All of the above
2. What happens when a paragraph requires more than one line?

 FORMCHECKBOX 

A.
You must press (Enter) at the end of each line

 FORMCHECKBOX 
(
B.
Word wrap automatically wraps the lines

 FORMCHECKBOX 

C.
You must press the (Tab) key at the end of each line

 FORMCHECKBOX 

D.
The text moves off the edge of the screen

Selecting Text
3. You must ________ before performing an action on it.
 FORMCHECKBOX 
(
A.
select the text

 FORMCHECKBOX 

B.
press (Enter)
 FORMCHECKBOX 

C.
delete the text

 FORMCHECKBOX 

D.
scroll until the text appears in the upper-left corner of the screen

4. Selecting numerous nonadjacent areas can be helpful in formatting documents.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Editing Text

5. The Insert text mode ________.

 FORMCHECKBOX 

A. is the default editing mode in Word
 FORMCHECKBOX 

B.
moves existing text to the right as new text is typed
 FORMCHECKBOX 

C.
can be switched with Overtype mode
 FORMCHECKBOX 
(
D.
All of the above
6. You can undo and redo multiple actions.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Showing Formatting Marks
7. Spaces appear as ________ when nonprinting characters are showing.
 FORMCHECKBOX 

A.
arrows
 FORMCHECKBOX 
(
B.
dots
 FORMCHECKBOX 

C.
backward Ps
 FORMCHECKBOX 

D.
squares
8. You can delete paragraph marks.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Handling Files
9. How many characters can a Word filename contain?

 FORMCHECKBOX 

A.
32 characters

 FORMCHECKBOX 

B.
64 characters

 FORMCHECKBOX 
(
C.
255 characters

 FORMCHECKBOX 

D.
Unlimited

10. What does the Save As dialog box in Word contain?

 FORMCHECKBOX 

A.
The filename, the type of file being saved, and currently opened folder name

 FORMCHECKBOX 

B.
A display of the contents of the currently opened folder

 FORMCHECKBOX 

C.
A Save in folder option

 FORMCHECKBOX 
(
D.
All of the above

11. Print Preview can save time, paper, and wear and tear on your printer.
 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Copying and Moving Text, and Working with Drag and Drop

12.  Drag and Drop ________.

 FORMCHECKBOX 

A.
produces the same result as Cut, Copy, and Paste

 FORMCHECKBOX 

B.
is best used for moving and copying text a short distance within the same document

 FORMCHECKBOX 

C.
utilizes the (Ctrl) key for copying
 FORMCHECKBOX 
(
D.
All of the above
13. The Office Clipboard lets you collect multiple items from ________.

 FORMCHECKBOX 

A.
within a document

 FORMCHECKBOX 

B.
several programs

 FORMCHECKBOX 

C.
Windows

 FORMCHECKBOX 
(
D.
Both A and B

14. Cut, Copy, and Paste allow you to copy and move text within a document and between documents, but not between different Office applications.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Working with AutoCorrect
15. Which of the following statements about Word’s AutoCorrect feature is false?

 FORMCHECKBOX 

A.
It is predefined text used for automatically correcting common spelling errors

 FORMCHECKBOX 
(
B.
You cannot delete an AutoCorrect entry
 FORMCHECKBOX 

C.
It is useful for replacing abbreviations with full phrases
 FORMCHECKBOX 

D.
AutoCorrect is activated each time you type a word and tap the (Spacebar)
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