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Working with Page Orientation and Size
1. What can you change in the Page Setup dialog box?

 FORMCHECKBOX 

A.
Page alignment

 FORMCHECKBOX 

B.
Page orientation

 FORMCHECKBOX 

C.
Margins

 FORMCHECKBOX 
(
D.
All of the above

2. Landscape sets the page to horizontal orientation.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Setting the Page Alignment

3. Which vertical alignment option spreads the contents of the page evenly from top to bottom?

 FORMCHECKBOX 

A.
Top

 FORMCHECKBOX 

B.
Center

 FORMCHECKBOX 

C.
Bottom

 FORMCHECKBOX 
(
D.
Justified
Creating a Page Border
4. What aspects of a border can you adjust?

 FORMCHECKBOX 

A.
Color

 FORMCHECKBOX 

B.
Line thickness

 FORMCHECKBOX 

C.
Distance from the edge of the page

 FORMCHECKBOX 
(
D.
All of the above
5. Which of the following statements about a point is true?

 FORMCHECKBOX 

A.
A point is 1/72nd of an inch

 FORMCHECKBOX 

B.
Word uses points for type size

 FORMCHECKBOX 

C.
This unit of measure facilitates great precision

 FORMCHECKBOX 
(
D.
All of the above

6. Borders can be made from images repeated around the edge of the page.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Using Clip Art

7. How can you find a specific piece of clip art?

 FORMCHECKBOX 

A.
By keyword

 FORMCHECKBOX 

B.
By category

 FORMCHECKBOX 

C.
By media type

 FORMCHECKBOX 
(
D.
All of the above
8. From where can you get picture files?

 FORMCHECKBOX 

A.
Word’s clip art collection installed on your hard drive

 FORMCHECKBOX 

B.
Online

 FORMCHECKBOX 

C.
A digital camera

 FORMCHECKBOX 
(
D.
All of the above

9. Word files use the Word document file type but picture files come in a variety of file types.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Using the Clip Organizer

10. How is the Clip Organizer different from the task pane?

 FORMCHECKBOX 

A.
It allows you to add your own pictures to the clip art collection

 FORMCHECKBOX 

B.
It allows you to save pictures within a My Collections folder
 FORMCHECKBOX 

C.
There is no difference between the Clip Organizer and the task pane
 FORMCHECKBOX 
(
D.
A and B only
Scaling Pictures
11. One especially easy way to scale a picture is to drag on its ________ 
 FORMCHECKBOX 

A.
squares

 FORMCHECKBOX 
(
B.
handles

 FORMCHECKBOX 

C.
blocks

 FORMCHECKBOX 

D.
cubes

12. What are the available options for paragraph spacing?

 FORMCHECKBOX 

A.
Spacing before a paragraph

 FORMCHECKBOX 

B.
Spacing after a paragraph

 FORMCHECKBOX 

C.
Line spacing

 FORMCHECKBOX 
(
D.
All of the above

Working with Basic Picture Editing
13. The ________ toolbar contains controls for basic picture editing.
 FORMCHECKBOX 

A.
Editing
 FORMCHECKBOX 
(
B.
Picture
 FORMCHECKBOX 

C.
WordArt
 FORMCHECKBOX 

D.
formatting
14. Inserting a picture from a file saves time because you do not have to import the picture into the Clip Art Gallery before placing it into the Word document.
 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Creating Watermarks
15. A watermark is an image, text, or piece of WordArt that floats in the background of a page.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
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