Name _________________________



Date ___________

Word 2007:  Chapter 3 – Multiple Choice

Instructions: Circle the correct response.

1. A(n) _______ is similar to a form with prewritten text.

a.  auto-form
b.  wizard
c.  template
d.  both b & c

2.  The term, clear formatting, refers to returning the formatting to the __________ style.

a.  auto-form
b.  Normal
c.  Default
d.  cover letter

3. If you use the same text or graphic frequently, you can store the text or graphic in a(n) __________ so it can be used in future documents.

a.  building block
b.  Tip
c.  object
d.  action routine

4. The intersection of a row and column is called a(n) __________.

a. gridline

b. cell

c. intersect

d. end-of-cell mark

5. When inserting a table into a document, you must specify the __________ of the table. 

a.  format
b.  dimension
c.  name
d.  style

6.  Press __________ to create a line break.

a.  ENTER
b.  CTRL+ENTER
c.  SHIFT+ENTER
d.  ALT+ENTER

7.  A solid line at the edge of a paragraph is called a(n) ____________.

a.  vector
b.  border
c.  array line
d.  gridline

8. Items in the Office Clipboard are copied to a ___________ document.

a.  source
b.  destination
c.  standard
d.  home

9. A(n) ___________ contains instructions for filling areas of a template.

a.  Key Tip
b.  AutoText
c.  content control
d.  wizard 

10.  When arranging paragraphs in alphabetical, numerical, or date order based on the first character of each paragraph, it is called ___________.

a.  formatting
b. dimensioning
c.  ordering
d.  sorting

