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Tracking Changes to Documents and Setting Reviewer Ink Colors
1. Which of the following statements best describes Word's Track Changes feature?

 FORMCHECKBOX 

A.
Track Changes records a new version for each revision of a document
 FORMCHECKBOX 
(
B.
Track Changes marks each revision and indicates the author’s name
 FORMCHECKBOX 

C.
Track Changes places a comment for each revision
 FORMCHECKBOX 

D.
All of the above
2. Which of the following statements about setting reviewer ink colors is true?

 FORMCHECKBOX 

A.
Specific colors make identifying changes submitted by a specific reviewer easier
 FORMCHECKBOX 

B.
Setting colors allows you to keep a consistent color for reviewers you work with frequently

 FORMCHECKBOX 

C.
Authors can customize ink colors

 FORMCHECKBOX 
(
D.
Both A and B

3. You would use the Track Changes feature for a group writing project to collect the proposed revisions to the document.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Reviewing Tracked Changes and Sending a Document for Review via Email
4. Which of the following statements about reviewing tracked changes is true?
 FORMCHECKBOX 

A.
Word allows you to display tracked changes in four distinctive views depending on the sorts of detail on which you wish to focus
 FORMCHECKBOX 

B.
You can review tracked changes even when the feature is not switched on
 FORMCHECKBOX 

C.
When you review changes, Word jumps you from one change to the next, giving you the opportunity to accept or reject each change
 FORMCHECKBOX 
(
D.
All of the above
5. When you use Word’s email command to send documents for review, ________.

 FORMCHECKBOX 

A.
the command automatically switches on Track Changes
 FORMCHECKBOX 

B.
a new email message is generated with the document attached

 FORMCHECKBOX 

C.
you can address the message to one or more reviewers

 FORMCHECKBOX 
(
D.
All of the above

6. When reviewed documents are returned as email attachments, Word can automatically merge the tracked changes into the original copy of the document.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Merging Tracked Changes

7. What happens when you merge the tracked changes of two documents?

 FORMCHECKBOX 

A.
The contents of both documents are inserted into a third document

 FORMCHECKBOX 

B.
The content from the merged documents is added to the end of the document from which the merge command was issued

 FORMCHECKBOX 
(
C.
The highlighted changes in the merged document are inserted into the document from which the merge command was issued

 FORMCHECKBOX 

D.
None of the above

8. You can display tracked changes by specific reviewers.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Protecting Documents and Attaching Digital Signatures to Documents

9. Why would you want to use the Protect Document command?

 FORMCHECKBOX 

A.
To prevent unauthorized users from switching off the Track Changes feature
 FORMCHECKBOX 

B.
To prevent unauthorized users from modifying any styles in a document

 FORMCHECKBOX 

C.
To prevent unauthorized users from opening a document
 FORMCHECKBOX 
(
D.
Both A and B

10. A digital signature ________.

 FORMCHECKBOX 

A.
is a secure means of “stamping” a document as authentic and originating only from you without alteration

 FORMCHECKBOX 

B.
is not an absolutely reliable security measure if you create it yourself

 FORMCHECKBOX 

C.
is verifiable if obtained from a commercial provider

 FORMCHECKBOX 
(
D.
All of the above

11. If you forget a document protection password, you can run the Undo Password utility from the Office 2003 Installation CD.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
Creating Multiple Versions of a Document

12. Which of the following statements about versions is true?

 FORMCHECKBOX 

A.
You can save new versions automatically
 FORMCHECKBOX 

B.
You can edit a version if you save it with a different name

 FORMCHECKBOX 

C.
You cannot delete a version after it has been created
 FORMCHECKBOX 
(
D.
Both A and B
13. Rather than manually saving each document version with a new filename, Word's Versions command saves previous versions of a document within the same document.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Setting the Location of Workgroup Templates

14. What is a workgroup template?

 FORMCHECKBOX 
(
A.
A Word template document that contains formatting and other design features

 FORMCHECKBOX 

B.
A Word document automatically sent via email to workgroup members

 FORMCHECKBOX 

C.
Both A and B

 FORMCHECKBOX 

D.
None of the above

15. The advantage of using a workgroup template is that each template can contain ________.

 FORMCHECKBOX 

A.
a common set of styles

 FORMCHECKBOX 

B.
common layout items

 FORMCHECKBOX 

C.
common file properties

 FORMCHECKBOX 
(
D.
All of the above
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