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Creating a Memorandum and Press Release 

Name: 



Date: 



Understanding Memorandum Styles

1. The only difference with the various memorandum styles is ________.
 FORMCHECKBOX 

A.
some don’t contain an introduction

 FORMCHECKBOX 

B.
some don’t include a date
 FORMCHECKBOX 
(
C.
the formatting
 FORMCHECKBOX 

D.
None of the above
Inserting Date, Time, and Symbols

2. What happens when a date is inserted using the Insert  Date and Time command without selecting Update Automatically?

 FORMCHECKBOX 

A.
The date automatically updates to the current date when the document is opened

 FORMCHECKBOX 
(
B.
The date remains at the current date even if the document is opened at a later time

 FORMCHECKBOX 

C.
The date is always displayed as January 1, 2004
 FORMCHECKBOX 

D.
None of the above

3. Special characters, like the registered trademark (®) symbol, can help make your documents more professional, accurate, and interesting. 
 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Page Breaks

4. Which of the following statements about automatic page breaks is true?
 FORMCHECKBOX 

A.
Word creates an automatic page break when the insertion point reaches the bottom of a page

 FORMCHECKBOX 

B.
The location of an automatic page break may change as text is added to or deleted from a document
 FORMCHECKBOX 

C.
Automatic page breaks are convenient when working with long documents that have continuously flowing text
 FORMCHECKBOX 
(
D.
All of the above
5. A manual page break cannot be removed after it is inserted.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Switching Between Documents

6. When you switch between documents, ________.
 FORMCHECKBOX 

A.
the document with the checkmark in the Window menu appears in the foreground
 FORMCHECKBOX 

B.
it is easier to copy between the documents
 FORMCHECKBOX 

C.
clicking the Window menu will provide you with a listing of all open files
 FORMCHECKBOX 
(
D.
All of the above
Working with Proofreading Tools

7. Word's spell checker ________.

 FORMCHECKBOX 

A.
lets you add words to a custom dictionary

 FORMCHECKBOX 

B.
checks for spelling errors by comparing each word to the contents of the main dictionary and any custom dictionaries
 FORMCHECKBOX 

C.
cannot automatically check your spelling as you type
 FORMCHECKBOX 
(
D.
Both A and B
8. For what types of items does the spell checker scan?

 FORMCHECKBOX 

A.
Spelling errors

 FORMCHECKBOX 

B.
Capitalization errors

 FORMCHECKBOX 

C.
Double words

 FORMCHECKBOX 
(
D.
All of the above
9. Why might you use the Spelling and Grammar dialog box to check your spelling and grammar?

 FORMCHECKBOX 

A.
Because it provides access to customization options
 FORMCHECKBOX 

B.
Because it is especially useful when you are checking large documents
 FORMCHECKBOX 
(
C.
Both A and B
 FORMCHECKBOX 

D.
None of the above
10. The grammar checker dialog box lets you choose a writing style.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Using Character Formatting

11. When formatting text, you ________.
 FORMCHECKBOX 

A.
can change the font, font size, and color
 FORMCHECKBOX 

B.
can change format settings to take effect from the insertion point forward or until you change them again
 FORMCHECKBOX 

C.
must select the text then apply the desired formats to format existing text
 FORMCHECKBOX 
(
D.
All of the above
12. What is the benefit of using the Format Painter?
 FORMCHECKBOX 

A. It saves time
 FORMCHECKBOX 

B. It helps create consistent formatting throughout a document
 FORMCHECKBOX 

C. It copies text and formatting simultaneously
 FORMCHECKBOX 
(
D. A and B only
13. Text animations work only on a screen.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Find and Replace
14. The Find command can be used to search for ________.

 FORMCHECKBOX 

A.
text

 FORMCHECKBOX 

B.
text formats

 FORMCHECKBOX 

C.
page breaks

 FORMCHECKBOX 
(
D.
All of the above

Working with Word Count and Readability Statistics
15. The Word Count toolbar counts only the number of words in a document.
 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
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