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Organizing a Project

1. Why might you create new folders for a project?

 FORMCHECKBOX 

A.
To organize related documents and other files in one convenient place 

 FORMCHECKBOX 

B.
To keep files separate from similar files for different projects

 FORMCHECKBOX 

C.
To keep the list of files from becoming long and confusing

 FORMCHECKBOX 
(
D.
All of the above

2. Word allows you to create subfolders inside main folders.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Comments

3. What is a comment?

 FORMCHECKBOX 

A.
Text in the main body of a Word document that comments on the document

 FORMCHECKBOX 
(
B.
A text note embedded in a Word document for comments

 FORMCHECKBOX 

C.
An email message that comments on a Word document

 FORMCHECKBOX 

D.
A separate program that allows you to comment on a Word document

4. How does Word know your name to insert it into a comment?

 FORMCHECKBOX 

A.
You type it in each comment you make

 FORMCHECKBOX 

B.
You type it in the first comment and all subsequent comments are filled in automatically

 FORMCHECKBOX 
(
C.
You fill in the User Information option in the Tools(Options window

 FORMCHECKBOX 

D.
You set Name property in the Comments menu

5. Comments are always printed with the document.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Emailing a Document

6. What is the difference between the Send To command and the E-mail button?

 FORMCHECKBOX 

A.
The Send To command sends a document in the body of a message while the E-mail button sends a document as an attachment to a message
 FORMCHECKBOX 
(
B.
The Send To command sends a document as an attachment to a message while the E-mail button sends the document in the body of a message
 FORMCHECKBOX 

C.
The E-mail button opens Outlook and the Send To command opens Internet Explorer to send a message
 FORMCHECKBOX 

D.
The Send To and E-mail buttons perform the same task
7. Why would you send a document as an attachment instead of as the message itself?

 FORMCHECKBOX 
(
A.
Formatting might be lost

 FORMCHECKBOX 

B.
Text might be lost

 FORMCHECKBOX 

C.
You can use the built-in contact list

 FORMCHECKBOX 

D.
Messages with attachments are delivered sooner

8. Documents of several pages are best sent as a message.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Comparing and Merging Documents

9. What happens in Word when you compare and merge a document?

 FORMCHECKBOX 

A.
Marks immediately appear when a change is made to a document

 FORMCHECKBOX 

B.
Two documents are compared to see how they are different

 FORMCHECKBOX 
(
C.
You can see retroactively how a document was revised

 FORMCHECKBOX 

D.
All of the above

10. You must activate Compare and Merge before sending a document for review.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Working with AutoSummarize

11. Which of the following statements about AutoSummarize is true?
 FORMCHECKBOX 

A.
AutoSummarize helps you create a quick summary of any document
 FORMCHECKBOX 

B.
Word selects text that expresses the essential meanings conveyed by the headings
 FORMCHECKBOX 

C.
You can create a summary of up to 50% of the contents of the original document
 FORMCHECKBOX 
(
D.
A and B only
Using the Highlighter

12. Which tool is used to apply transparent color to the background of text?

 FORMCHECKBOX 

A.
Cross references

 FORMCHECKBOX 
(
B.
Highlighter

 FORMCHECKBOX 

C.
Font color

 FORMCHECKBOX 

D.
None of the above

13. Highlighter comes only in florescent yellow.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Pasting Data from Other Sources

14. Which command lets you choose the format of the content to be pasted?

 FORMCHECKBOX 

A.
Paste

 FORMCHECKBOX 
(
B.
Paste Special

 FORMCHECKBOX 

C.
Copy Special

 FORMCHECKBOX 

D.
Insert Picture 

15. Why is Paste Link a dynamic pasting option?

 FORMCHECKBOX 

A.
Data is updated when you copy and paste from another document
 FORMCHECKBOX 

B.
Data is updated when you copy and paste from another application
 FORMCHECKBOX 
(
C.
When the original data file is changed, revisions made are also transferred to the paste linked version in the Word document
 FORMCHECKBOX 

D.
All of the above
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