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Inserting Tables

1. Tables are composed of ________. 

 FORMCHECKBOX 

A.
vertical columns

 FORMCHECKBOX 

B.
horizontal rows

 FORMCHECKBOX 

C.
cells

 FORMCHECKBOX 
(
D.
All of the above

2. What should you do before inserting a table? 

 FORMCHECKBOX 

A.
Format the paragraphs to be included in the table

 FORMCHECKBOX 

B.
Insert page breaks as necessary

 FORMCHECKBOX 
(
C.
Visualize how you want the table to appear

 FORMCHECKBOX 

D.
None of the above

Working with Table Entries

3. What happens when text you are typing reaches the right edge of a table cell?

 FORMCHECKBOX 
(
A.
The text wraps and the cell height automatically increases

 FORMCHECKBOX 

B.
Word prevents you from typing additional text

 FORMCHECKBOX 

C.
The row is deleted

 FORMCHECKBOX 

D.
None of the above

4. You format text within cells in the same way as in normal documents.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False 

The Table and Borders Toolbar

5. Which of the following formatting elements can be applied with the Table and Borders toolbar?

 FORMCHECKBOX 

A.
Shading

 FORMCHECKBOX 

B.
Borders

 FORMCHECKBOX 

C.
Vertical alignment

 FORMCHECKBOX 
(
D.
All of the above

Drawing Tables

6. What is the function of the Draw Table option?

 FORMCHECKBOX 

A.
To draw tables with a precise size

 FORMCHECKBOX 

B.
To draw tables in a precise location

 FORMCHECKBOX 

C.
To draw rows and columns within a table

 FORMCHECKBOX 
(
D.
All of the above

7. When you use the eraser on an interior table border, the border is removed and the cells are merged.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Sizing Rows and Columns

8. Which of the following techniques is used to AutoFit table columns?

 FORMCHECKBOX 

A.
Click the border between two columns

 FORMCHECKBOX 

B.
Right-click the border between two columns

 FORMCHECKBOX 
(
C.
Double-click the border between two columns

 FORMCHECKBOX 

D.
Press (Shift) and click the border between two columns

9. Which AutoFit option automatically resizes a table to fit within the text area?

 FORMCHECKBOX 

A.
AutoFit to Contents

 FORMCHECKBOX 
(
B.
AutoFit to Window

 FORMCHECKBOX 

C.
Fixed Column Width

 FORMCHECKBOX 

D.
None of the above

Working with Table Properties

10. Row properties can be used to print a header row on each page of a multi-page printout.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Inserting and Deleting Rows and Columns

If three rows are selected and the Table Insert Rows Above command is issued, ________ new rows are inserted.

 FORMCHECKBOX 

A
one

 FORMCHECKBOX 
(
B.
three

 FORMCHECKBOX 

C.
no 

 FORMCHECKBOX 

D.
four

11. Rows can be inserted above or below existing rows.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Moving and Copying Text, Rows, and Columns

12. Which of the following techniques can be used to move text from one cell to another?

 FORMCHECKBOX 

A.
Drag and Drop

 FORMCHECKBOX 

B.
Cut and Paste

 FORMCHECKBOX 

C.
Copy and Paste

 FORMCHECKBOX 
(
D.
Both A and B
13. What happens when cells are pasted as a block?

 FORMCHECKBOX 
(
A.
The contents of destination cells are erased

 FORMCHECKBOX 

B.
The pasted cells are inserted to the right of the data in the destination cell

 FORMCHECKBOX 

C.
The contents of the destination cell is moved to the source cell

 FORMCHECKBOX 

D.
None of the above

Converting Text to Tables

14. When converting text to a table, Word counts tabs to determine the number of columns and paragraph marks to determine the number of rows.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
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