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Creating a Table of Contents

1. Which of the following statements about Word’s table of contents is true?

 FORMCHECKBOX 

A.
Word automatically builds a table of contents by gathering text formatted with heading styles
 FORMCHECKBOX 

B.
Table of Contents headings are organized in the order in which they appear in the document
 FORMCHECKBOX 

C.
Table of Contents entries must be formatted manually
 FORMCHECKBOX 
(
D.
A and B only
2. Table of contents entries are formatted as links.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Page Numbers

3. Which of the following options(s) are available in the Page Number Format box?

 FORMCHECKBOX 

A.
Starting page number

 FORMCHECKBOX 

B.
Number format

 FORMCHECKBOX 

C.
Include chapter number

 FORMCHECKBOX 
(
D.
All of the above
4. Page numbers inserted with the Page Numbers dialog box are not inserted in the header or footer of a document.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Working with Headers and Footers

5. Which of the following statements about headers and footers is true?

 FORMCHECKBOX 

A.
Text in headers and footers is formatted the same way as text in the main document area
 FORMCHECKBOX 

B.
Text, page number codes, date codes, and graphics can be placed in headers and footers
 FORMCHECKBOX 

C.
Text in headers and footers is always the same throughout a document
 FORMCHECKBOX 
(
D.
A and B only

6. What is the purpose of the Link to Previous button on the Header and Footer toolbar?

 FORMCHECKBOX 

A.
To navigate between headers and footers

 FORMCHECKBOX 
(
B.
To break the connection between headers and footers

 FORMCHECKBOX 

C.
To switch between headers and footers

 FORMCHECKBOX 

D.
To delete headers and footers

7. What will the Show Next button do if there is only one section in a document?

 FORMCHECKBOX 

A.
Show the header or footer of the next page

 FORMCHECKBOX 

B.
Show the header or footer of the previous page

 FORMCHECKBOX 

C.
Show the header or footer of the first page

 FORMCHECKBOX 
(
D.
Nothing

Creating an Index
8. Word’s Index feature is similar to its Table of Contents feature in that ________.
 FORMCHECKBOX 

A.
you choose a style
 FORMCHECKBOX 

B.
changes made directly in the index will be overridden if you update the index
 FORMCHECKBOX 

C.
you create it manually
 FORMCHECKBOX 
(
D.
A and B only
9. Which of the following statements about a Word index is true?

 FORMCHECKBOX 

A.
In a Word index a reader can be directed to a range of pages

 FORMCHECKBOX 

B.
Selections for a main entry in an index can be a word or a phrase in the document

 FORMCHECKBOX 

C.
An index is usually inserted at the end of a document, on a new page or section
 FORMCHECKBOX 
(
D.
All of the above
10. An index gets its entries from paragraphs formatted with Heading 1 through Heading 9 styles.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
Using Cross-References

11. What are cross-references?

 FORMCHECKBOX 

A.
Links that refer to marked words and phrases

 FORMCHECKBOX 

B.
Links that direct the user to a Web page

 FORMCHECKBOX 
(
C.
Links that refer to headings, footnotes, and numbered paragraphs in different parts of a document

 FORMCHECKBOX 

D.
Links that refer to comments

12. Cross-references are automatically updated when the pagination of a document changes or when the text you refer to is modified.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
Working with Master Documents and Subdocuments 

13. A master document can contain ________.
 FORMCHECKBOX 

A.
a title page

 FORMCHECKBOX 

B.
a table of contents

 FORMCHECKBOX 

C.
links to one or more subdocuments

 FORMCHECKBOX 
(
D.
All of the above

14. When should you expand a subdocument within a master document?
 FORMCHECKBOX 

A.
To print the master documents and subdocuments together
 FORMCHECKBOX 

B.
To generate a table of contents
 FORMCHECKBOX 

C.
To generate an index
 FORMCHECKBOX 
(
D.
All of the above
15. A benefit of using master documents is that several people can simultaneously work on portions of a large document without hindering each other.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
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