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Word 2007:  Chapter 7 – Multiple Choice

Instructions:  Circle the correct response.

1. Most reference documents contain which of the following?
a. Title page
b. Index
c. Table of contents
d. All of the above
2.
A ________________ is a placeholder for data that might change in a document.

a. field
b. caption
c. reference 

d. mark
3. Word provides a method of creating a cross-reference, which is a link to which of the following?
a. Heading
b. Caption
c. Footnote
d. All of the above
4. A(n) ______________ text box is a text box that runs across the top or bottom of a page or along the edge of the right or left of a page. 

a. slider
b. sidebar
c. markup
d. Building Block Organizer
5. You click the ________________ button on the vertical scroll bar to display the rulers. 
a.   Show/Hide
b.   Show Markup
c.   View Ruler
d.   Select Ruler
6. A master document is a document that contains links to one or more documents, each of which are called a(n) ________________. 

a. outline document
b. dependent document
c. child document
d. subdocument
7. Which of the following are readability statistics that you can instruct Word to display after a spelling and grammar check? 

a. Percent of passive sentences
b. Flesch Reading Ease score
c. Flesch-Kincaid Grade Level score
d. All of the above
8. You can use Word’s built-in ________________ to instruct Word to create a table of contents.  

a. heading styles
b. content styles
c. outline view
d. table view
9. Extra space in the inner margin is called the ________________ margin. 

a. markup
b. caption
c. gutter
d. index
10. A ________________ is an item in a document that you name for future reference.
a. markup
b. bookmark
c. reference mark 

d. thumbnail
