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Understanding Research Paper Styles

1. The ________ is the definitive style guide used for research papers.

 FORMCHECKBOX 

A.
Publication Manual of the American Psychological Association
 FORMCHECKBOX 
(
B.
Modern Language Association Handbook for Writers of Research Papers
 FORMCHECKBOX 

C.
Harbrace College Handbook

 FORMCHECKBOX 

D.
Labyrinth Publications Style Guide

2. MLA style guidelines ________.

 FORMCHECKBOX 

A.
require a header that includes the student name

 FORMCHECKBOX 

B.
have been the standard used in academia for many years

 FORMCHECKBOX 

C.
require double-spacing between all lines in the research paper

 FORMCHECKBOX 
(
D.
All of the above

3. Style guides provide specifications for citing works, references, and other elements.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Footnotes and Endnotes

4. What is the function of footnotes?

 FORMCHECKBOX 

A.
To cite references on a Works Cited page

 FORMCHECKBOX 
(
B.
To provide comments and additional details

 FORMCHECKBOX 

C.
To express author's opinions

 FORMCHECKBOX 

D.
None of the above

5. Which of the following statements about footnotes and endnotes is true?

 FORMCHECKBOX 

A.
You edit text in footnotes and endnotes in the designated footnote or endnote area
 FORMCHECKBOX 

B.
You should never delete footnotes or endnotes from their designated areas because the markers will remain in the document
 FORMCHECKBOX 

C.
Once you insert a footnote or endnote, you cannot edit it
 FORMCHECKBOX 
(
D.
A and B only
6. Endnotes are typically used to cite works, references, and information sources.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

7. Word automatically numbers footnotes and endnotes when the AutoNumber option is chosen in the Footnote and Endnote box.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with a Table of Figures and Captions

8. In what way is creating a table of figures similar to creating a table of contents?

 FORMCHECKBOX 
(
A.
Word uses the captions as entries in a table of figures the way it uses headings in a table of contents
 FORMCHECKBOX 

B.
With a footnote, you mark the information you want inserted

 FORMCHECKBOX 

C.
You create a heading for the information you want inserted

 FORMCHECKBOX 

D.
None of the above

9. A table of figures guides the reader to all tables, charts, diagrams, pictures, and other graphic elements in a document.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Document Properties

10. The ________ tab includes information such as the document name, file type, file location, and file size.

 FORMCHECKBOX 
(
A.
General

 FORMCHECKBOX 

B.
Summary

 FORMCHECKBOX 

C.
Statistics

 FORMCHECKBOX 

D.
Custom

11. The ________ tab includes information about document revision.

 FORMCHECKBOX 

A.
General

 FORMCHECKBOX 

B.
Summary

 FORMCHECKBOX 
(
C.
Statistics

 FORMCHECKBOX 

D.
Custom

Using the Research Task Pane

12. What type of information does the Research task pane provide?

 FORMCHECKBOX 

A.
Reference books

 FORMCHECKBOX 

B.
Internet research sites

 FORMCHECKBOX 

C.
Business and financial sites

 FORMCHECKBOX 
(
D.
All of the above

13. All resources listed in the Research task pane are free of cost to use.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Working with a Table of Authorities

14. A table of authorities is used in the ________ industry.

 FORMCHECKBOX 

A.
transportation

 FORMCHECKBOX 

B.
financial

 FORMCHECKBOX 
(
C.
legal

 FORMCHECKBOX 

D.
All of the above
15. In what way is creating a table of authorities similar to creating an index?

 FORMCHECKBOX 

A.
Word uses heading styles to build it

 FORMCHECKBOX 
(
B.
You mark the information you want inserted
 FORMCHECKBOX 

C.
You create a caption for the information you want inserted
 FORMCHECKBOX 

D.
None of the above
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