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Word 2007:  Chapter 2 – Short Answer

Instructions: Fill in the best answer.

1. The MLA documentation style uses in-text _______________ instead of noting each source.

2. MLA uses the term _______________ for bibliographical references.

3. _______________ is the amount of vertical space between lines of text in a document.

4. A(n) _______________ is text to be printed at the top of each page in the document.

5. To right-align a paragraph, click the Align Text Right button on the _______________ tab.

6. It is sometimes more efficient to use _______________, or keyboard key combinations, to format text as you type it.

7. To display rulers, click the View Ruler button on the _______________ bar.

8. You use styles in the _______________ to apply defined formats to text.

9. The process of dragging a selected item and inserting it in a new location is referred to as _______________ editing.

10. When you drag-and-drop text, Word automatically displays a(n) _______________ button near the location of the drag-and-dropped text.  

