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Name ________________________________________ 
Date _________________ 

Word 2007:  Chapter 4 – Short Answer

Instructions: Fill in the blanks with the appropriate term or phrase.

1. A(n) _______________ proposal requests funding for a research project.

2. A(n) _______________ proposal sells an idea, a product, or a service.

3. A(n) ________________ is a light gray duplicate image that displays on the lower-right edge of a character or object.

4. In order to change page formatting for a portion of a document, you must create a new ________________ in the document.

5. Word allows you to chart data using an embedded charting program called _______________.

6. You click the Align Top Right button on the _______________ tab to right-align the contents of selected cells. 

7.
A box on a chart that identifies the colors assigned to various categories is called a(n) ________________.

8. You click the Bullets button arrow on the Home tab to display the _______________ gallery.

9. To create a more complex table, use Word’s _______________ feature. 
10. If you want to remove a line in a table, click the _______________ button on the Design tab, then click the line you wish to erase.
