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Word 2007:  Chapter 1 – Short Answer
Instructions: Fill in the best answer.

1. You view a portion of a document on the screen through a(n) _______________.

2. The _______________ bar, located at the bottom of the document window, presents information about the document, the progress of current tasks, and the status of certain commands.   
3. A(n) _______________ is an on-screen note that provides the name of the command, available keyboard shortcuts, and a description of the command.
4. A(n) _______________, which appears when you right-click an object, is a list of frequently used commands that relate to the right-clicked object.

5. To place a blank line in a document, press the _______________ key without typing any text on the line.   
6. _______________ formatting is the process of changing the appearance of a paragraph.  
7. A document _______________ is a set of unified formats for fonts, colors, and graphics.  
8. A(n) _______________ consists of a group of frequently used styles formatted so they look pleasing when used together. 
9. Document properties, also known as _______________, can include such information as the project author, title, or subject.  
10. Use the _______________ key on the keyboard to toggle between overtype mode and insert mode.
