Word 2000 - Project Three Review

True/False

_____ A wizard is similar to a form with prewritten text.

_____ A wizard's dialog box displays a list of style names along its left side, with the currently selected panel displaying on the right side of the dialog box.

_____ A wizard retains the settings selected by the last person that used the wizard.

_____ Word provides five different styles, or families, of wizards and templates.

_____ The Optional Headings panel in the Résumé Wizard dialog box allows you to choose standard headings for your resume.

_____ Calendar, envelope, letter, mailing label, and Web page are all other wizards provided by Word to assist you in creating documents.

_____ In normal view, the entire piece of paper is positioned in the document window, showing precisely the arrangement of the text and margins on the printed page.

_____ The end-of-cell mark is used to select and format cells.

_____ To select a single cell in a table, click to the right of the cell.

_____ To add a row or column to a table, click where you want to insert, click Table on the menu bar, point to insert, and then click the appropriate command.

_____ With a Microsoft IntelliMouse, you can zoom in and out of a document by holding the CTRL key while rotating the wheel forward or backward.

_____ When wizards are used to create a document, Word formats the document using styles.

_____ Many of the characteristics assigned with a style can be identified by looking at the Standard toolbar.

_____ Paragraph styles affect an entire paragraph, whereas character styles only affect selected characters.

_____ Selected placeholder text is deleted when you begin typing.

_____ The line break character is a nonprinting character that displays on the screen each time a line break is created.

_____ In Word, a paragraph can be both left-aligned and right-aligned.

_____ Word clears all default tab stops to the left of the custom tab stop.

_____ Each time the ENTER key is pressed, any custom tab stops are carried forward to the next line.

_____ When you paste text into a document, the contents of the Office Clipboard are erased.

_____ A decimal-aligned tab stop is used if you have a series of numbers that you want aligned on the decimal point.

_____ The first 50 characters of text in the item display as a ScreenTip, when you point to the icons on the Clipboard toolbar.

_____ To paste all items in a row without any characters or formatting in between them, click the Paste All button on the Clipboard toolbar.

_____ When entering the ANSI code, one option is to use the numeric keypad.

_____ In Word, you can draw a solid line at any edge of a paragraph.

_____ If you do not want the border of the current paragraph to extend to the margins, drag the right or left indent markers inward on the ruler to narrow the border.

_____ All business letters contain the same basic components.

_____ Within the message of a business letter, paragraphs are single-spaced internally and double-spaced between paragraphs.

_____ In a business letter, each word in the complementary close is capitalized.

_____ A personalized cover letter always should be sent with a resume.

_____ With a Block letter style, all components of the letter begin flush with both the left and right margin.

_____ It is best if the size of the characters in the cover letter are slightly smaller, yet close to the size of those in the resume.

_____ Each time the button at the left of the horizontal ruler is clicked, its Tab icon changes.

_____ To remove a custom tab stop, point to the tab marker on the ruler and then drag the tab marker down and out of the ruler.

_____ Creating an AutoText entry helps to avoid entering text inconsistently and incorrectly in different places in the same document.

_____ AutoText entries are created through the Edit menu.

_____ For an AutoFormat option to work as expected, it must be turned on.

_____ To promote or demote a list item to the next or previous levels, click the Increase Indent and Decrease Indent buttons on the Formatting toolbar.

_____ The Table AutoFormat dialog box is used to make a table display in a professional manner.

_____ The first step in creating a table is to insert an empty table into a document.

_____ The first number in a dimension is the number of columns, and the second is the number of rows.

_____ Any of the paragraph formatting buttons on the Formatting toolbar can be used to change the alignment of the text within the cells of a table.

_____ The data entered within a cell of a table wordwraps.

_____ Press the ENTER key with the insertion point positioned in the bottom-right corner cell to add new rows to a table.

_____ To modify text in a cell, click in the cell and then correct the entry.

_____ Word provides a Table AutoFormat feature that contains predefined formats for tables.

_____ When a table first is created, it is right-aligned.

_____ A table can be centered by selecting the top left cell and clicking the Center button on the Formatting toolbar.

_____ If you use the keyboard shortcut to select a table, ALT+NUMS5, you must be careful to press the 5 on the keyboard area.

_____ If more than one document is open, it is possible to close all of them at the same time. 

Fill in the Blanks 

The Résumé Wizard icon displays with several other wizard and template icons on the __________ sheet in the New Office Document dialog box.

Print layout view is different from normal view because __________.

__________ should be omitted from a resume.


In a table, the intersection of a row and a column is called a(n) __________.

In a bulleted list, each time the __________ is pressed a bullet displays at the beginning of a new paragraph.

Print preview can be used to __________.

On Word's color palette, __________ is the default color.

Default tabs are indicated on the horizontal ruler by small __________.

The Office Clipboard can store up to __________ items at one time.

To enter the ANSI code, make sure the __________ is on.

When adding a border to a paragraph, it is important to have an extra __________ below the paragraph you intend to border.

Essential business letter elements include all of the following except the __________.

The first required element of the cover letter is the __________.

In the __________ letter style, the first line of each paragraph in the body of the letter is indented 5 or 10 spaces from the left margin.

Saving a letterhead as a __________ is an alternative to saving it as a Word document.

To create an AutoText entry, click __________ on the menu bar, and then click the AutoText command.

To enter a __________, press CTRL+SHIFT+SPACEBAR.

Pressing __________ instructs Word to replace the AutoText entry name with the stored AutoText entry.

To bullet paragraphs as they are typed, you would use the __________ feature.

To instruct Word to stop bulleting paragraphs, the __________ is pressed twice.

When inserting a table, the specified total number of rows and columns is called the __________ table.

When you are at the rightmost cell in a row, press the __________ to move to the first cell in the next row.

When __________ is selected in the Table AutoFormat dialog box, Word automatically adjusts the widths of the columns based on the amount of text in the table.

Word's __________ prepares and formats a document based on your responses.

In page layout view, a(n) __________ displays at the left edge of the document window.

The body of the resume is arranged as a(n) __________ when the Résumé Wizard prepares a resume.

__________ help identify the rows and columns in a table.

When the insertion point is in a table, the __________ shows the boundaries of each column in the table.

When a wizard is used to create a document, Word formats the document using a(n) __________, a customized format applied to characters or paragraphs.

In the Style list, __________ names are followed by an underlined letter a ( a ).

A resume is personalized by selecting the __________ in the letter template and replacing it with personal information.

A symbol positioned at the beginning of a paragraph is a(n) __________.

To enter the registered trademark symbol automatically, type __________.


A paragraph formatting characteristic of the __________ style is that when the ENTER key is pressed, the insertion point advances downward at least 11 points and leaves nearly an entire blank line between each paragraph.

A(n) __________ advances the insertion point to the beginning of the next physical line, ignoring any paragraph formatting instructions.

When the __________ is clicked, Word shrinks the document to a single page by reducing font sizes.

By default, Word places __________ at every .5" mark on the ruler.

__________ characters, such as a series of dots, often are used in a table of contents to precede the page number.

When the TAB key is pressed, a(n) __________ displays in the empty space between tab stops.

When you clear the __________, the Windows Clipboard also is cleared.

A predefined set of characters, including both keyboard characters and special characters, are the __________.

In a business letter, the __________, which consists of the month, day, and year, is positioned two to six lines below the letterhead.

In a business letter, the __________, placed three to eight lines below the date line, usually contains the courtesy title plus full name, business affiliation, and the full geographical location of the person to whom the letter is written.

In a business letter, the __________, if present, begins two lines below the last line of the inside address.

The body of a business letter, called the __________, begins two lines below the salutation.

Two lines below the last line of the message in a business letter, the __________ displays.

In a business letter, the __________ is typed at least four lines below the complimentary close, allowing room for the author to sign his or her name.

In a(n) __________ style business letter, the date, complimentary close, and signature block are positioned approximately five spaces to the right of center, or at the right margin.

To insert a vertical line at a tab stop, set a(n) __________.

If words are used frequently, they can be stored in a(n) __________ and then used throughout a document.

A special space character that prevents two words from splitting if the first word falls at the end of a line is a(n) __________.

__________ is used to enter a nonbreaking hyphen.

As you type, Word searches the list of AutoText entry names and if one matches your typing, Word displays its complete name above your typing as a(n) __________.

A table can be created by using the __________ key.

To use the __________ feature, click the Tables and Borders button on the Standard toolbar to change the mouse pointer to a pencil.

To insert a tab character into a cell, press the __________ keys.

