File: Chap005, Chapter 5, Desktop Publishing

True/False

\TF

To add a drop cap you must place your cursor immediately before the text where you want the drop cap to appear.

\A

T

\TF

To force the start of a new column, choose the Section Break option from the Insert menu, Break command.

\A

F

\TF

A column break will appear as a double solid line that contains the words “Section Break.”

\A

F

\TF

Columns have shorter lines of text, making it easier for your reader to understand and comprehend the information.

\A

T

\TF

Gutter space is the space above each column.

\A

F

\TF

Text wrapping determines the way text is positioned around a graphic.

\A

T

\TF

You cannot apply bullets and numbering to text in a desktop publishing document the same way you would apply them to normal text in a simple Word document.

\A

F

\TF

Typography is the style and appearance of printed matter or the arrangement of composed type.

\A

T

\TF

Clip art should be used in moderation to catch the reader’s eye and draw attention to the text.

\A

T

\TF

You can add a text box anywhere in your document using the AutoShape toolbar.

\A

F

Multiple Choice

\MC

What can be used to increase the reader’s understanding and comprehension of information?

A. Columns

B. Drop caps

C. Pull quote

D. Clip art 

\A

A

\MC

Which of the following is a way of identifying information found at the top of a newsletter and contains information such as the date of publication, title, and volume or number of the newsletter?

A. Headline

B. Masthead

C. Pull quote

D. Document title bar

\A

B

\MC

Which of the following does not draw the reader’s attention?

A. Pull quote

B. Drop caps

C. Borders and shading

D. Masthead

\A

D

\MC

Which of the following statements does not apply to readability statistics?

A. You can easily check the readability level of your document by turning on the Readability Statistics feature in Word.

B. The Readability Statistics feature will analyze your document and tell you the average grade level that will be able to read your document.

C. You can turn on Readability Statistics in Word, using the Tools menu, Options command, then choosing the Spelling and Grammar tab.

D. You do not need to know your target audience for this tool to be effective. 

\A

D

\MC

Columns are best viewed using which of the following views?

A. Print Layout

B. Normal

C. Outline

D. Web

\A

A

\MC

How do you adjust gutter space?

A. Format menu, Columns command

B. Edit menu, Columns command

C. Format menu, Gutter command

D. Insert menu, Column Break

\A

A

\MC

How do you insert a column break?

A. Format menu, Columns command

B. Edit menu, Columns command

C. Insert menu, Break command

D. Format menu, Break command

\A

C

\MC

This is an invisible set of horizontal and vertical lines that determines the organization of a document.

A. Layout

B. Grid

C. Columns

D. Section breaks

\A

D

\MC

You can easily insert a picture using the Picture command under which menu?

A. Edit

B. Format

C. Clip art

D. Insert

\A

D

\MC

You can add AutoShapes and text boxes to your document using which toolbar?

A. Standard

B. Picture

C. Shapes 

D. Drawing 

\A

C

