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Working with Document Wizards
1. The purpose of a document wizard is to create a new document based on dialog box settings.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Understanding the Save As Command

2. Which of the following tasks can be performed with the Save As command?

 FORMCHECKBOX 

A.
Saving a document in a new file format

 FORMCHECKBOX 

B.
Creating a new folder

 FORMCHECKBOX 

C.
Saving a document to a new disk drive and/or folder
 FORMCHECKBOX 
(
D.
All of the above
Exporting Documents to Other File Formats

3. What can happen when you save a document to a non-native file format?

 FORMCHECKBOX 
(
A.
You may lose some or all document formatting

 FORMCHECKBOX 

B.
You can view the document in a Web browser

 FORMCHECKBOX 

C.
You may lose any images placed in the document

 FORMCHECKBOX 

D.
All of the above

4. Rich text format is a good way to exchange a formatted document with a user who does not use Word.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
Working with Design Considerations for Web Pages

5. What design considerations should you take into account when saving a document as a Web page?

 FORMCHECKBOX 

A.
The fonts used 

 FORMCHECKBOX 

B.
The page background

 FORMCHECKBOX 

C.
The number of images 

 FORMCHECKBOX 
(
D.
All of the above

Applying Themes

6. Which of the following statements best describes a theme?

 FORMCHECKBOX 

A.
A Word feature that helps you use a consistent tone in your documents
 FORMCHECKBOX 
(
B.
A Word feature that adds colorful formatting to documents
 FORMCHECKBOX 

C.
A Word feature that converts documents to Web pages
 FORMCHECKBOX 

D.
None of the above
Saving Documents as Web Pages and 
Editing Web Pages in Word

7. How should you preview how a Word document would display on the Web?

 FORMCHECKBOX 

A.
Print Preview

 FORMCHECKBOX 

B.
View(Outline Layout
 FORMCHECKBOX 

C.
View(Print Layout
 FORMCHECKBOX 
(
D.
Web Page Preview
8. A(n) ________ is the process of saving a Word document as a Web page then back to a Word documents.

 FORMCHECKBOX 
(
A.
round trip

 FORMCHECKBOX 

B.
round about

 FORMCHECKBOX 

C.
around the world

 FORMCHECKBOX 

D.
None of the above
9. You can edit most any Web page with Word.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Creating Hyperlinks

10. What is the purpose of a hyperlink?

 FORMCHECKBOX 

A.
To help users find things in a document

 FORMCHECKBOX 

B.
To format text blue with an underline

 FORMCHECKBOX 
(
C.
To help users navigate to important information easily

 FORMCHECKBOX 

D.
None of the above

11. You can create a hyperlink that jumps to ________.
 FORMCHECKBOX 

A.
another part of the present document 

 FORMCHECKBOX 

B.
another file

 FORMCHECKBOX 

C.
a Web page

 FORMCHECKBOX 
(
D.
All of the above

12. You cannot remove a hyperlink after it is created.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Using Frames

13. Each frame you create is associated with a different document or other Web content file.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Publishing Web Pages
14. How can you publish a Web page?

 FORMCHECKBOX 

A.
Web folder

 FORMCHECKBOX 

B.
FTP

 FORMCHECKBOX 

C.
ISP-provided utilities

 FORMCHECKBOX 
(
D.
All of the above

15. Which of the following filenames is most appropriate for a document saved as a Web page?

 FORMCHECKBOX 
(
A.
myresume

 FORMCHECKBOX 

B.
Myresume

 FORMCHECKBOX 

C.
MyResume

 FORMCHECKBOX 

D.
My Resume
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