Test Bank


Using Macros, Forms, and Templates

Using Macros, Forms, and Templates
Name: 



Date: 



Understanding Macros

1. A macro stored in the Normal template is available to ________.

 FORMCHECKBOX 

A.
only the document opened when the macro was recorded

 FORMCHECKBOX 

B.
only documents based on the Normal template

 FORMCHECKBOX 
(
C.
all documents on the system

 FORMCHECKBOX 

D.
None of the above

2. A macro is a set of recorded instructions that can be played back at a later time.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Visual Basic for Applications

3. VBA ________.

 FORMCHECKBOX 

A.
is a programming language

 FORMCHECKBOX 

B.
can be used to automate and customize processes within applications

 FORMCHECKBOX 

C.
is an acronym for Visual Basic for Applications
 FORMCHECKBOX 
(
D.
All of the above

4. The VBA Editor ________.

 FORMCHECKBOX 

A.
is a program independent of Word

 FORMCHECKBOX 

B.
has its own menus, toolbars, and commands

 FORMCHECKBOX 

C.
opens in the Word program window

 FORMCHECKBOX 
(
D.
Both A and B

Customizing Toolbars

5. Which of the following statements about toolbars is true?

 FORMCHECKBOX 

A.
You can create a new toolbar
 FORMCHECKBOX 

B.
You can rename a custom toolbar
 FORMCHECKBOX 

C.
You must choose a built-in toolbar before using the Reset command
 FORMCHECKBOX 
(
D.
All of the above

6. Built-in toolbars ________.

 FORMCHECKBOX 

A.
cannot be deleted

 FORMCHECKBOX 

B.
can be reconfigured
 FORMCHECKBOX 

C.
can be deleted
 FORMCHECKBOX 
(
D.
Both A and B
7. All Word commands are organized into categories.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Deleting Macros and Buttons

8. You can use the Customize box to delete a ________.

 FORMCHECKBOX 

A.
toolbar
 FORMCHECKBOX 

B.
button

 FORMCHECKBOX 

C.
macro
 FORMCHECKBOX 
(
D.
Both A and B
9. When you delete a macro, its shortcut keys and buttons remain functional.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Working with Forms

10. Which of the following statements about forms is true?
 FORMCHECKBOX 

A.
Forms are used to collect data
 FORMCHECKBOX 

B.
Tables are frequently used to set up forms because they provide an orderly structure
 FORMCHECKBOX 

C.
Forms contain fields and objects
 FORMCHECKBOX 
(
D.
All of the above
11. How are electronic forms usually filled out?

 FORMCHECKBOX 

A.
On paper
 FORMCHECKBOX 
(
B.
In Word
 FORMCHECKBOX 

C.
With a Web browser
 FORMCHECKBOX 

D.
None of the above

Protecting and Restricting Forms and Other Documents

12. What effect does protecting a form have on the form?

 FORMCHECKBOX 

A.
It prevents users from modifying the form
 FORMCHECKBOX 

B.
It moves the insertion point to the next form field each time (Tab) is tapped
 FORMCHECKBOX 

C.
It prevents users from entering data
 FORMCHECKBOX 
(
D.
Both A and B
13. Password protection is used only to prevent someone from opening a document.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
Working with Templates

14. Which of the following statements about templates is true?

 FORMCHECKBOX 

A.
All Word documents are based on templates

 FORMCHECKBOX 

B.
Templates do not change when documents based on them change

 FORMCHECKBOX 

C.
You can modify templates to suit your needs

 FORMCHECKBOX 
(
D.
All of the above

15. All documents are based on a blank template.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
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