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Word 2007:  Chapter 7 – Short Answer

Instructions: Fill in the best answer.

1. A document in which a reader can easily locate material is called a(n) _______________ document.

2. A(n) _______________ is a note inserted in a document.

3. When you edit a document that has the Track Changes feature enabled, Word marks all text or graphics that you insert, delete, or modify and refers to the revisions as _______________.

4. _______________ means that inserts are underlined and deletions are shown as strikethroughs.
5. A(n) _______________ is text that appears outside of an illustration.
6. A(n) _______________ is a link to an item such as a heading, caption, or footnote in a document.  

7. Word provides many predefined _______________, which are reusable formatted objects that are stored in galleries. 

8. A(n) _______________ document is a document that contains links to one or more other documents.  

9. A(n) _______________ is a miniature image that when clicked will show the full image or associated page.  

10.       Legal documents contain a(n) _______________ to list references to cases, rules, statutes, etc.
