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Working with Desktop Publishing
1. What is the purpose of the drawing grid?

 FORMCHECKBOX 
(
A. To align drawing objects

 FORMCHECKBOX 

B. To position text on the text layer
 FORMCHECKBOX 

C. To align drawing objects with text on the text layer

 FORMCHECKBOX 

D. To delete multiple drawing objects

2. How can you determine that a drawing object is selected?

 FORMCHECKBOX 
(
A. Sizing handles appear on the corners and sides of the object
 FORMCHECKBOX 

B. The object becomes black

 FORMCHECKBOX 

C. The object vanishes
 FORMCHECKBOX 

D. The object turns 90 degrees

3. Which of the following statements about creating callouts is true?

 FORMCHECKBOX 

A.
You can type text directly into a callout
 FORMCHECKBOX 

B.
A callout can be sized to accommodate the text within it
 FORMCHECKBOX 

C.
You can type text directly into a starburst
 FORMCHECKBOX 
(
D.
Both A and B
4. Text boxes let you superimpose text on top of other text or graphics.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

5. Drop cap fonts are limited to only a few of the installed fonts.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Creating a Newsletter

6. 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 

7. 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

8. 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
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

10. 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
Creating an Employee Policy Manual
11. 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

12. 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

13. 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

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

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

15. 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
Organizing Long Documents
16. 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

17. 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

18. 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

19. 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
20. 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

Creating a Research Paper
21. 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

22. 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

23. 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

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

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

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

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Web Integration: Posting an Online Resume
26. 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

27. 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

28. 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

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

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

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

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
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