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Using Mail Merge
1. Mail merge allows you to merge ________.

 FORMCHECKBOX 

A.
two form letters

 FORMCHECKBOX 
(
B.
a form letter with a data source

 FORMCHECKBOX 

C.
two data sources

 FORMCHECKBOX 

D.
None of the above

2. Which of the following statements about working with main documents is true?

 FORMCHECKBOX 

A.
A main document is linked to a data source that includes one or more merge fields

 FORMCHECKBOX 

B.
Merge fields inserted into a main document correspond to fields in the attached data source

 FORMCHECKBOX 

C.
When you conduct a merge, a customized letter, envelope, or label is created for each record in the data source

 FORMCHECKBOX 
(
D.
All of the above

3. What can you include in an envelope main document?

 FORMCHECKBOX 

A.
Address Block

 FORMCHECKBOX 

B.
Postal bar code

 FORMCHECKBOX 

C.
Other fields from the data source

 FORMCHECKBOX 
(
D.
All of the above

4. A punctuation or formatting mistake in every page of a merge document usually indicates an error in the data source.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

5. The Mail Merge task pane allows you to choose a particular Access table from an Access database to be used as a data source.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Advanced Tables and Excel Integration
6. Which of the following cell configurations can be merged using the Merge Cells button?

 FORMCHECKBOX 

A.
Horizontal block

 FORMCHECKBOX 

B.
Vertical block

 FORMCHECKBOX 

C.
Square block

 FORMCHECKBOX 
(
D.
All of the above

7. Which of the following is a valid formula?

 FORMCHECKBOX 
(
A.
=D2-C2

 FORMCHECKBOX 

B.
SUM(ABOVE)

 FORMCHECKBOX 

C.
SUM(LEFT)

 FORMCHECKBOX 

D.
D7/C7-SUM(ABOVE)

8. What is the benefit of linking an Excel worksheet rather than embedding it in a Word document?

 FORMCHECKBOX 
(
A.
Linking ensures that the worksheet in your Word document always reflects the revisions made to the original Excel worksheet

 FORMCHECKBOX 

B.
Linking is equivalent to embedding

 FORMCHECKBOX 

C.
Linking an Excel worksheet to a Word document gives you the power of an electronic spreadsheet in a word processor

 FORMCHECKBOX 

D.
Both A and B

9. AutoFit adjusts a column to be just wide enough to hold text.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

10. Embedding an Excel worksheet in a Word document gives you the power of an electronic spreadsheet in a word processor.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Internet Integration: Collaborating Online with Word

11. 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

12. 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

13. 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

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

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

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

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Integration: Collaborating in Workgroups with Word

16. 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

17. 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

18. 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

19. 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

20. You can display tracked changes by specific reviewers.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Using Macros, Forms, and Templates

21. 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

22. 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

23. 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

24. All documents are based on a blank template.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

25. Password protection is used only to prevent someone from opening a document.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
Working with Word and XML

26. What type of file specifies how XML data should be displayed?

 FORMCHECKBOX 

A.
Schema

 FORMCHECKBOX 
(
B.
Style sheet

 FORMCHECKBOX 

C.
Template

 FORMCHECKBOX 

D.
None of the above

27. How does a schema help you work more effectively with XML data documents?

 FORMCHECKBOX 

A.
It ensures that all data in an XML document follows its rules of structure and data integrity

 FORMCHECKBOX 

B.
It indicates which types of data elements should compose an XML data document

 FORMCHECKBOX 

C.
It indicates the specific data types each data element should contain

 FORMCHECKBOX 
(
D.
All of the above

28. You adjust how the XML file is displayed to ________.

 FORMCHECKBOX 

A.
show empty data elements

 FORMCHECKBOX 

B.
hide empty data elements

 FORMCHECKBOX 

C.
show advanced XML messages

 FORMCHECKBOX 
(
D.
All of the above

29. Data validation in each XML element occurs once you add and apply a schema.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

30. A transform can exclude specific types of data from the XML file.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
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