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True/False

\TF

A font is the overall design for a set of characters. Fonts describe the size, weight, and spacing of a character.

\A

T

\TF

In Word, cutting and pasting text is limited to within one document; you cannot move text from one document to another document.

\A

F

\TF

The Find command allows you to find any particular word or phrase in a document.

\A

T

\TF

The Replace feature in Word is not case sensitive.

\A

T

\TF

Word allows the user to undo only the last command.

\A

F

\TF

Word allows you to check both spelling and grammar with one command.

\A

T

\TF

The Research task pane allows you to find information—a word, a definition, a translation—immediately, without having to stop working on your current document.

\A

T

\TF

AutoText automatically corrects common errors while you type.

\A

F

\TF

The Format Font command is found on the Edit menu.

\A

F

\TF

You can only apply one typestyle to a single word.

\A

F

Multiple Choice

\MC

This describes the size, weight, and spacing of a character in a Word document.

A. Points

B. Typeface

C. Font

D. Typography

\A

C

\MC

Which of the following is not a valid Tab setting?

A. Top

B. Center

C. Left

D. Right

\A

A

\MC

Which typestyle is not an option in Word?

A. Small caps

B. Italic

C. Underline

D. Shape

\A

D

\MC

Which command allows you to set the margins in a document?

A. Margin button on the Standard toolbar

B. Page Setup option on the File menu

C. ctrl + M 

D. Page option on the Format menu

\A

B

\MC

Which of the following is not an option of the Change Case feature?

A. Sentence Case

B. Lower Case

C. Upper Case

D. Standard Case

\A

D

\MC

This is a quick method in Word to use for copying text, titles, and paragraph formats that contain specific fonts and appearances from one place in a document to another.

A. Copy and Paste

B. Format Painter

C. Edit and Copy

D. Highlighting

\A

B

\MC

Which of the following statements is not true regarding Line Spacing?

A. Exactly is fixed-line spacing that Word does not adjust. This option spaces all lines evenly.

B. Single and Double spacing can be set using the Paragraph option on the Format menu.

C. At Least is not a line spacing option.

D. Multiple line spacing is increased or decreased by a percentage that you specify.

\A

C

\MC

Cutting, copying, and pasting in Word can be done in all of the following ways except:

A. using the AutoText function.

B. using the right mouse click.

C. keyboard shortcuts.

D. using the Edit menu.

\A

A

\MC

In Word, the keyboard shortcut for copying is:

A. ctrl + P.

B. ctrl + X.

C. ctrl + C.

D. ctrl + V.

\A

C

\MC

In Word, the keyboard shortcut for pasting is:

A. ctrl + P.

B. ctrl + X.

C. ctrl + C.

D. ctrl + V.

\A

D

