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Applying Styles

1. Paragraph style formats are applied to ________.

 FORMCHECKBOX 

A.
selected paragraph text

 FORMCHECKBOX 
(
B.
all text in a paragraph

 FORMCHECKBOX 

C.
an entire document

 FORMCHECKBOX 

D.
an entire page

2. Character styles can include ________.

 FORMCHECKBOX 

A.
font types

 FORMCHECKBOX 

B.
font sizes
 FORMCHECKBOX 

C.
paragraph formats

 FORMCHECKBOX 
(
D.
Both A and B

3. You can only apply built-in styles (not custom styles) from the Style list.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Creating and Modifying Styles

4. What happens when you modify a paragraph style definition and apply the changes?

 FORMCHECKBOX 

A.
The new style definition is applied to the current paragraph only

 FORMCHECKBOX 

B.
The new style definition is applied to selected paragraphs only

 FORMCHECKBOX 
(
C.
The new style definition is applied to all paragraphs formatted with that style

 FORMCHECKBOX 

D.
None of the above

5. Where is a new style available?

 FORMCHECKBOX 
(
A.
In the current document only

 FORMCHECKBOX 

B.
In all documents with the Normal template

 FORMCHECKBOX 

C.
Only in documents based on the custom template you specify

 FORMCHECKBOX 

D.
In all documents regardless of the template

6. To modify a style, you must first format a paragraph.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Using Outlines
7. Which of the following statements about Outline view is true?

 FORMCHECKBOX 

A.
Outline view gives offers flexibility in the way you view and organize documents

 FORMCHECKBOX 

B.
In Outline view, you can easily show or hide heading levels
 FORMCHECKBOX 

C.
Outline view works with the heading styles

 FORMCHECKBOX 
(
D.
All of the above

8. The Move Up and Move Down buttons let you move ________.
 FORMCHECKBOX 

A.
headings
 FORMCHECKBOX 

B.
subordinate subheadings
 FORMCHECKBOX 

C.
body text
 FORMCHECKBOX 
(
D.
All of the above

9. You use the Move Up and Move Down buttons on the Outlining toolbar to reorganize outlines.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Margins

10. Which of the following statements about margins is true?

 FORMCHECKBOX 

A.
Margins determine the overall size of the text area on a page
 FORMCHECKBOX 

B.
In Word, the default top/bottom margins are 1" and the default left/right margins are 1.25"
 FORMCHECKBOX 

C.
You can set margins by dragging the margin boundaries on the rulers
 FORMCHECKBOX 
(
D.
All of the above.
11. Indents are used to offset text from the margins.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
Working with Text Flow Options

12. A(n) ________ line is the last line of a paragraph that appears at the top of a new page by itself.

 FORMCHECKBOX 
(
A.
widow

 FORMCHECKBOX 

B.
orphan

 FORMCHECKBOX 

C.
stranded

 FORMCHECKBOX 

D.
page break

13. Line breaks can be useful if you want to start a new line but don’t want paragraph formats applied to the new line.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
Navigating in Long Documents

14. What is the Document Map?

 FORMCHECKBOX 

A.
A graphical representation of a document

 FORMCHECKBOX 

B.
A toolbar that includes special map making buttons

 FORMCHECKBOX 

C.
A navigation button to help rearrange a document

 FORMCHECKBOX 
(
D.
A task pane that displays all headings in a document

15. Which of the following is an object type contained in the Browse Object menu?

 FORMCHECKBOX 

A.
Page

 FORMCHECKBOX 

B.
Section

 FORMCHECKBOX 

C.
Endnote

 FORMCHECKBOX 
(
D.
All of the above
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