	Multiple Choice

Question 1:



(1 Point) 

What does a user use to view portions of a document not currently visible on the screen?
a. End key 

b. Scroll bars 

c. Vertical ruler 

d. Standard toolbar 

 

Question 2:



(1 Point) 

Which tab can add a header and footer to a document?
a. Page Layout 

b. Formatting 

c. Insert 

d. Page Orientation 

 

Question 3:



(1 Point) 

Where is formatting applied if additional sections are created?
a. The first paragraph. 

b. To the entire document. 

c. Only the first page. 

d. Only the last page. 

 

Question 4:



(1 Point) 

Which dialog box is the Character Spacing tab located in?
a. Font 

b. Text 

c. Spacing 

d. Format 

 

Question 5:



(1 Point) 

Which option should a user select to stretch a title across the page?
a. Expanded 

b. Horizontal Alignment 

c. Proportional 

d. Scale 

 

Question 6:



(1 Point) 

What must be selected to display formatting properties in the Reveal Formatting task pane? 

a. Check box 

b. Minus sign 

c. Radio button 

d. Plus sign 

 

Question 7:



(1 Point) 

Which group on the Home tab is the Text Highlight Colour command is located in?
a. Styles 

b. Insert 

c. Paragraph 

d. Font 

 

Question 8:



(1 Point) 

What are the default margins for the top, bottom, left and right?
a. 1¼" 

b. 1" 

c. 1½" 

d. 0.5" 

 

Question 9:



(1 Point) 

Which keyboard shortcut turns the highlighting feature off?
a. Ctrl 

b. Ctrl+O 

c. F6 

d. Esc 

 

Question 10:



(1 Point) 

What must be selected from the Page Setup Group on the Page Layout tab to determine where a section begins and ends?
a. Reveal 

b. Section 

c. Page Break 

d. Breaks 

 

Question 11:



(1 Point) 

Which view shows the Header and Footer?
a. Full Screen Reading 

b. Print Layout 

c. Draft 

d. Outline 

 

Question 12:



(1 Point) 

How is an insertion point moved in a document?
a. The scroll bar, the mouse and the keyboard. 

b. The scroll bar and the mouse. 

c. The mouse and the keyboard. 

d. Only the keyboard. 

 

Question 13:



(1 Point) 

Where is the Quick Access Toolbar located?
a. On the right side of the title bar. 

b. On the bottom of the Word window. 

c. Othe Office Menu. 

d. On the left side of the title bar. 

 

Question 14:



(1 Point) 

Which command removes the page numbering in a document?
a. Remove Numbering 

b. Remove Page Numbers 

c. Delete Page Features 

d. Delete Page Numbers 

 

Question 15:



(1 Point) 

Which keyboard shortcut is a quick way to bring up the dialog box to jump to a specific page number?
a. Ctrl+G 

b. Ctrl+Shift+G 

c. Alt+G 

d. Ctrl+F 

 

Question 16:



(1 Point) 

Where is the Undo button found?
a. On the Quick Access Toolbar . 

b. On the Shortcut menu. 

c. On the Office button. 

d. On the Home tab. 

 

Question 17:



(1 Point) 

Which tab is the Cover Page feature found in?
a. Page Layout 

b. Page Orientation 

c. Formatting 

d. Insert 

 

Question 18:



(1 Point) 

What does a bibliography page used most often?
a. Hanging indents 

b. Full justification 

c. Left justification 

d. First line indents 

 

Question 19:



(1 Point) 

What Word feature allows the user to mark text so it can be located easily?
a. Quick Access tool 

b. Find tool 

c. Font Highlighter tool 

d. Highlighter 

 

Question 20:



(1 Point) 

Why use Leader characters?
a. It helps direct the reader to following pages. 

b. It leads the reader from top to bottom of the document. 

c. It helps draw the reader’s eye easily across a page. 

d. It draws an arrow from heading to page number. 

 

Question 21:



(1 Point) 

What must a user select to change to a different tab? 
a. Color 

b. Number 

c. Roman numeral 

d. Name 

 

Question 22:



(1 Point) 

Which command in the Merge group on the Table Tools Layout tab joins individual cells together to form a larger cell.
a. Merge Group 

b. Join Cells 

c. Merge Cells 

d. Merge Data 

 

Question 23:



(1 Point) 

Which of the following is included in the Title bar?
a. The file name. 

b. The application, the file name, and the size of the file. 

c. The application and the file name. 

d. The file name and the size of the file. 

 

Question 24:



(1 Point) 

How does Reveal Formatting task pane lists properties in a document?
a. Line 

b. Style 

c. Section 

d. Page 

 

Question 25:



(1 Point) 

Which of the following is NOT implemented at the section level?
a. Page numbering 

b. Line spacing 

c. Margins 

d. Columns 

 

Question 26:



(1 Point) 

Which command allows the user to divide a cell into different cells?
a. Divide Cells 

b. Separate Cells 

c. Unmerge Cells 

d. Split Cells 

 

Question 27:



(1 Point) 

Which dialog box allows borders and shading to be applied to a table?
a. Tables and Images 

b. Table Styles 

c. Borders and Shading 

d. Paragraph Group 

 

Question 28:



(1 Point) 

Which typeface contains a thin line or extension at the top and bottom of characters?
a. Serif 

b. Kerning 

c. Sans Serif 

d. Monospaced 

 

Question 29:



(1 Point) 

Which of the following are document components that are used frequently such as disclaimers and company addresses? 

a. Document Blocks 

b. AutoContent 

c. Building Blocks 

d. AutoText 

 

Question 30:



(1 Point) 

What Word feature checks for and removes different kinds of hidden and personal information from a document?

a. Document Inspector 

b. Case-sensitive search 

c. Compatibility Checker 

d. AutoText 

 



	True and False

Question 1:



(1 Points) 

A table can be created by choosing the Insert tab and then clicking Table in the Tables group. 
· True 

· False 

Question 2:



(1 Points) 

The Find feature locates a specific text one time only. 
· True 

· False 

Question 3:



(1 Points) 

An advantage to using a footer is that a user can type the information once and it shows up on every page.  
· True 

· False 

Question 4:



(1 Points) 

The Top and Bottom wrapping style places a double-line border at the top and bottom of an image. 
· True 

· False 

Question 5:



(1 Points) 

Shading a cell affects the line around the cell.
· True 

· False 

Question 6:



(1 Points) 

Row and Column headings are used in formulas and in calculations in a table. 
· True 

· False 

Question 7:



(1 Points) 

QAT stands for Quick Automatic Toolbar.
· True 

· False 

Question 8:



(1 Points) 

Page numbers can be placed at the top or bottom of the page and aligned left, right  or center.
· True 

· False 

Question 9:



(1 Points) 

The Quick Print feature sends a document directly to the printer.
· True 

· False 

Question 10:



(1 Points) 

The Page Setup group can be found on the Page Orientation tab. 
· True 

· False 




	Multiple Choice

Question 1:



(1 Point) 

What does a table of contents lists?
a. Every page where the words in each heading are listed. 

b. All of the pages in the heading area. 

c. The page number where each heading begins. 

d. All the headings in alphabetical order. 

 

Question 2:



(1 Point) 

What happens if a section break is deleted?
a. The formatting for that section remains even though the section break has been deleted. 

b. A new section break is automatically created. 

c. The text above the deleted break takes on the formatting of the following section. 

d. A section break can not be deleted. 

 

Question 3:



(1 Point) 

Which view closely resembles the printed document?
a. Print Layout view 

b. Full Screen Reading view 

c. Draft view 

d. Outline view 

 

Question 4:



(1 Point) 

Where are the tabs in Word 2007 displayed?
a. Othe Page Setup group. 

b. On the Formatting toolbar. 

c. On the Reference page. 

d. On the Ribbon. 

 

 

Question 6:



(1 Point) 

Which font option displays text as if it has been raised from the page?
a. Shadow 

b. Strikethrough 

c. Engrave 

d. Emboss 

 

 

Question 9:



(1 Point) 

Where is the Status bar located?
a. On the left of the document window. 

b. On the right of the document window. 

c. At the bottom of the document window. 

d. At the top of the document window. 

 

Question 11:



(1 Point) 

Which tab sets the middle point of the text as a user types?
a. Right tab 

b. Center tab 

c. Middle tab 

d. Bar tab 

Question 13:



(1 Point) 

Which tab is NOT found in the Find and Replace dialog box?
a. Find 

b. Go To 

c. Replace 

d. Locate 

 

Question 14:



(1 Point) 

How does a user apply an existing style to a paragraph?
a. The cursor must be located before the first character in the paragraph. 

b. The Paragraph must first be selected. 

c. The cursor must be located anywhere within the paragraph. 

d. The cursor must be at the end of the paragraph. 

 

Question 15:



(1 Point) 

Which view shows the Header and Footer?
a. Print Layout 

b. Outline 

c. Full Screen Reading 

d. Draft 

 

Question 16:



(1 Point) 

Where is the Print Preview command found?
a. On the Office menu. 

b. On the status bar. 

c. On the Print tab. 

d. On the Quick Access toolbar. 

 

Question 26:



(1 Point) 

Which of the following can NOT be created in a word processor?
a. Report 

b. Database 

c. Brochure 

d. Web page 

 



	True and False

Question 2:



(1 Points) 

It is common for footers to contain page numbers.
· True 

· False 

Question 3:



(1 Points) 

Table Borders and Shading commands are available on the Format tab.
· True 

· False 

Question 4:



(1 Points) 

The dimensions of a table can be selected from the Insert Table dialog box.
· True 

· False 

Question 6:



(1 Points) 

The Landscape orientation is the default in Word 2007.
· True 

· False 

Question 7:



(1 Points) 

A document  saved in Word 2003 will have a .doc extension. 
· True 

· False 

Question 8:



(1 Points) 

All ClipArt images are a predetermined size when inserted into a document; the image size must be adjusted. 
· True 

· False 

Question 9:



(1 Points) 

It is unnecessary to proofread documents in Word 2007.
· True 

· False 




	Multiple Choice

Question 1:



(1 Point) 

What type style is found in Word 2007?
a. Sans Serif typeface 

b. Italics 

c. Typography 

d. Proportional typeface 

Question 14:



(1 Point) 

By default, a Table is aligned:
a. Centered horizontally on the page. 

b. At the left margin. 

c. Centered vertically on the page. 

d. At the right margin. 

 

Question 19:



(1 Point) 

Which option keeps all lines of a paragraph together on the same page?
a. Paragraph Spacing 

b. Keep lines together 

c. Keep with next 

d. Window 

 

Question 22:



(1 Point) 

Which group is the Page Number command found in?
a. Text 

b. Page Setup 

c. Paragraph 

d. Header and Footer 

 

Question 23:



(1 Point) 

What indicates that there may be a contextual error in the document?
a. A blue wavy underline. 

b. A red underline. 

c. A green box. 

d. The word is highlighted in red. 

 

Question 26:



(1 Point) 

Which of the following is a listing of topics and page numbers where the topic is discussed?
a. Style set 

b. Table of contents 

c. Appendix 

d. Index 

 




