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Understanding Report Formats

1. Which of the following conventions is typically included in the traditional unbound business report format?
 FORMCHECKBOX 

A.
The title is uppercase, centered, and bold face

 FORMCHECKBOX 

B.
The body is double-spaced

 FORMCHECKBOX 

C.
Double-spacing is set before beginning the report

 FORMCHECKBOX 
(
D.
All of the above

Using Paragraph Alignment
2. Where in a document will the mouse pointer turn into the I-beam with the Click and Type icon?

 FORMCHECKBOX 

A.
At the beginning

 FORMCHECKBOX 
(
B.
In a blank area

 FORMCHECKBOX 

C.
In the margins

 FORMCHECKBOX 

D.
In the ruler
3. Line spacing ________.

 FORMCHECKBOX 

A.
is applied by selecting the desired sentence

 FORMCHECKBOX 

B.
determines the amount of horizontal space between lines in paragraph

 FORMCHECKBOX 
(
C.
can be set using the Paragraph dialog box

 FORMCHECKBOX 

D.
is usually set at single-spacing in reports

4. Using the first line indent is similar to using what other formatting feature?

 FORMCHECKBOX 

A.
(Enter)
 FORMCHECKBOX 
(
B.
(Tab)
 FORMCHECKBOX 

C.
Insert

 FORMCHECKBOX 

D.
Right alignment

5. The horizontal ruler lets you adjust ________.

 FORMCHECKBOX 

A.
left indents

 FORMCHECKBOX 

B.
right indents

 FORMCHECKBOX 

C.
first line indents

 FORMCHECKBOX 
(
D.
All of the above

6. Indenting offsets text from the margins.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

7. Click and Type differs from other ways of aligning paragraphs in that it is automatic.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
Using Tab Stops
8. You should avoid using the spacebar to line up columns of text and instead use tab stops (or tables) because columns may go out of alignment if you later change fonts or edit the text.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
Using Bullets and Numbering 

9.  The Increase Indent and Decrease Indent buttons are used to promote or demote paragraphs in ________ lists.

 FORMCHECKBOX 

A.
bulleted

 FORMCHECKBOX 

B.
numbered

 FORMCHECKBOX 
(
C.
outline-style numbered

 FORMCHECKBOX 

D.
All of the above

10. Which of the following statements about customizing numbers is true?

 FORMCHECKBOX 

A.
The font for number formatting cannot be changed

 FORMCHECKBOX 
(
B.
The number format can be customized by adding text in front of a number

 FORMCHECKBOX 

C.
There are three different number styles to choose from

 FORMCHECKBOX 

D.
None of the above

Using Hyphenation
11. With the automatic option, how does Word hyphenate text?

 FORMCHECKBOX 

A.
It searches the document for words to hyphenate
 FORMCHECKBOX 
(
B.
As it deems necessary
 FORMCHECKBOX 

C.
It prompts you to make the hyphenation
 FORMCHECKBOX 

D.
It hyphenates automatically when it recognizes newspaper-style columns
Using the Paragraph Space Setting
12. It is just as precise and efficient to use the spacebar to add extra space between lines as it is to use paragraph space setting.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
Using Borders and Shading
13. You can apply borders and shading to ________.
 FORMCHECKBOX 

A.
text
 FORMCHECKBOX 

B.
paragraphs
 FORMCHECKBOX 

C.
pages
 FORMCHECKBOX 
(
D.
All of the above
14. With regards to adding paragraph borders, which of the following statements is true so the space between margins and paragraphs does not get filled?

 FORMCHECKBOX 

A.
You cannot add borders to paragraphs (only pages)
 FORMCHECKBOX 

B.
Use a clear fill color in the margin area so it doesn’t appear filled

 FORMCHECKBOX 
(
C.
Indent the paragraph(s)

 FORMCHECKBOX 

D.
None of the above
Revealing and Clearing Formats

15. The Reveal Formatting task pane can be useful in understanding why a particular paragraph or text selection behaves as it does.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
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