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Word 2007:  Chapter 8 – Short Answer

Instructions: Fill in the best answer.

1. With a(n) _______________, you use a computer to access, fill in, and then return the form.
2. A(n) _______________ is a file that contains the definitions of the appearance of a Word document, including default font, font size, margin settings, and even placement of text.

3. A Word template has a file extension of _______________.

4. To change the page color, click the Page Color button on the _______________ tab to display the Page Color gallery.

5. In the Size dialog box, the _______________ check box instructs Word to keep the proportion of height and width the same.
6. To move a selected graphic, drag the graphic to a new location when the mouse pointer has a _______________ attached to it.  

7. _______________ alerts a reader to online text’s importance. 

8. To add data entry fields in a Word form, you insert _______________. 

9. Displaying _______________ shows cell outlines on the screen. 

10.       A content control displays _______________, which instructs the user how to enter values in the content control.   

