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Working with Section Breaks

1. Whenever you make a page formatting change that doesn’t apply to the whole document, you should insert a ________ break.
 FORMCHECKBOX 

A.
page
 FORMCHECKBOX 
(
B.
section
 FORMCHECKBOX 

C.
column
 FORMCHECKBOX 

D.
formatting
2. What is the primary difference between the four types of section breaks?

 FORMCHECKBOX 

A.
The formats applied to the sections

 FORMCHECKBOX 

B.
The pages affected by the breaks

 FORMCHECKBOX 
(
C.
The location at which sections begin

 FORMCHECKBOX 

D.
The options for editing the breaks 

3. What happens when a section break is deleted?

 FORMCHECKBOX 
(
A.
The formats from the section below the break are applied to all pages in the combined section

 FORMCHECKBOX 

B.
The formats from the section above the break are applied to all pages in the combined section

 FORMCHECKBOX 

C.
All text in the section above the break is deleted

 FORMCHECKBOX 

D.
All text in the section below the break is deleted

Inserting Files

4. Where are files inserted?

 FORMCHECKBOX 

A.
At the top of the document

 FORMCHECKBOX 

B.
At the bottom of the document

 FORMCHECKBOX 
(
C.
At the position of the insertion point

 FORMCHECKBOX 

D.
None of the above
5. You insert a file to avoid retyping information that already exists.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Newsletter-Style Columns

6. What is the relationship between the column widths when columns are set up using the Columns button?

 FORMCHECKBOX 

A.
The left column is one-half the width of the other columns

 FORMCHECKBOX 

B.
The right column is one-half the width of the other columns

 FORMCHECKBOX 

C.
The middle column occupies 50% of the total width and the remaining 50% is equally divided among the remaining columns

 FORMCHECKBOX 
(
D.
All columns are of equal width

7. Text flows from one column to the next in newspaper-style columns.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Column Breaks

8. Which feature is used to balance column lengths?

 FORMCHECKBOX 

A.
Section breaks

 FORMCHECKBOX 

B.
Page breaks

 FORMCHECKBOX 
(
C.
Column breaks

 FORMCHECKBOX 

D.
Ending column sections

9. Column breaks are used to turn off columns in one section and begin a new column format in another section.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Ending Column Sections

10. Why must you end a multicolumn section in order to change to a single-column layout? 
 FORMCHECKBOX 

A.
Because Word requires at least two formats in every document 
 FORMCHECKBOX 
(
B.
Because formatting changes do not necessarily apply to the entire document
 FORMCHECKBOX 

C.
Both of the above

 FORMCHECKBOX 

D.
None of the above

Working with the Recently Used Files List
11. Word and other Office applications list up to four of the most recently used files at the bottom of the File menu

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
Working with Views

12. With ________ layout, you can change the size of the text to meet your viewing needs without changing the font size in the document.

 FORMCHECKBOX 

A.
Normal

 FORMCHECKBOX 
(
B.
Reading

 FORMCHECKBOX 

C.
Print

 FORMCHECKBOX 

D.
Full Screen
13. Normal Layout is the most versatile view, allowing you to see text, graphics, headers and footers, and other types of objects.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
Working with Other Viewing Techniques

14. ________ enables you to work with two potions of a document simultaneously.
 FORMCHECKBOX 

A.
Using Show/Hide White Space
 FORMCHECKBOX 
(
B.
Splitting windows
 FORMCHECKBOX 

C.
Arranging windows
 FORMCHECKBOX 

D.
Zooming
15. Which viewing technique gives you a more comprehensive view of how your content flows from page to page as you move through a document?

 FORMCHECKBOX 
(
A.
Show/Hide White Space
 FORMCHECKBOX 

B.
Splitting windows

 FORMCHECKBOX 

C.
Arranging windows

 FORMCHECKBOX 

D.
Zooming
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