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True/False

\TF

In the 1980s, disk programs made it practical to develop word-processing packages for use with personal computers.

\A

T

\TF

In a document window, the flashing cursor of the insertion point, which is an arrow, indicates where text, tables, charts, or graphics will be placed.

\A

F

\TF

The arrow keys on the keyboard move the cursor one space up, down, right, or left.

\A

T

\TF

In Word, wordwrap will automatically wrap text at the end of a line to the beginning of the next line so that the user does not need to press the enter key at the end of each line.

\A

T

\TF

When a user exits Word, any still-open documents are closed and Word is stored in the internal memory of the computer.

\A

F

\TF

Folders can help a user organize files.

\A

T

\TF

When a document in Word is open or created, it opens in a separate window.

\A

T

\TF

The delete key moves the cursor to the left while deleting a single character one space at a time. The backspace key moves the cursor to the right while deleting a single character one space at a time.

\A

F

\TF

The File menu Print command displays the Print dialog box, allowing you to select a number of printing options.

\A

T

\TF

To edit existing text in Word, the user must first select it.

\A

T

Multiple Choice

\MC

In the development of word processing, dedicated, single-use computers and word-processing software became common in:
A. 1972.

B. 1969.

C. 1964

D. the early 1980s.

\A

D

\MC

Which of the following statements is not true regarding the Insert and Overtype modes?

A. The Insert mode enters text as you type and moves any existing text to the right.

B. You can switch between the Insert and Overtype modes by pressing the delete key on your keyboard.

C. If you are using the Insert mode, instead of typing over any existing text, you will be inserting text directly into your document.

D. If you are using the Overtype mode, you will be typing over any text that already exists in your document.

\A

B

\MC

In Word, which of the following is not a way to obtain Help?
A. The Word Help menu

B. The “Ask a Question” box

C. The Office Assistant

D. The F2 key

\A

D

\MC

When you want to see how text, graphics, and other elements are positioned on the printed page, which view should you work in?

A. Web Layout View

B. Print Layout View

C. Reading Layout View

D. Normal View

\A

B

\MC

This keyboard combination will allow you to move the insertion point in a document one word to the left.

A. ctrl + left arrow

B. ctrl + down arrow

C. alt + left arrow

D. alt + down arrow

\A

A

\MC

You can open an existing document using all of the following ways except:

A. the open button in the Standard toolbar.

B. ctrl + O.

C. the Edit menu, Find command.

D. the File menu, Open command.

\A

C

\MC

Which of the following allows you to display different parts or pages of your document?

A. Status bar

B. Toolbars

C. Scroll bars 

D. Taskbar

\A

C

\MC

In Word, this folder is a good place to store your files.

A. Favorites

B. My Documents

C. My Computer

D. Window

\A

B

\MC

Which of the following statements does not apply to the Print Preview command?

A. Displays text and graphics as they will appear when printed

B. Allows you to make editing and formatting changes before you print the document

C. Is a great way to save paper because you can correct many of your mistakes before printing

D. Will automatically send your document to your default printer

\A

D

\MC

In this view, a user can collapse a document to see only the main headings or expand the document to see all headings and body text.

A. Outline

B. Page Layout

C. Print Layout

D. Normal

\A

A

