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Word 2007:  Chapter 3 – Short Answer

Instructions: Fill in the best answer.

1. When you use a _______________, which is similar to a form with prewritten text, Word prepares the document with text and formatting common to all documents of that nature.

2. A(n) _______________ is a collection of rows and columns.

3. Each cell in a table contains a(n) _______________ that you use to select and format cells.

4. To insert a tab character in a cell, you must press _______________+TAB.

5. A(n) _______________ advances the insertion point to the beginning of the next physical line, ignoring any paragraph formatting instructions.

6. You can use Word’s AutoFormat As You Type feature to bullet paragraphs, by pressing the _______________ key as the first character on the line, then pressing the SPACEBAR.
7. A(n) _______________ is a location on the horizontal ruler that tells Word where to position the insertion point when you press the TAB key on the keyboard.

8. To add columns to a table, click the Insert Left button on the _______________ tab.  
9. In Word, _______________ refers to returning the formatting to the Normal style.

10. A(n) _______________ hyphen is a special type of hyphen that prevents two words which are separated by a hyphen from splitting at the end of a line. 
