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True/False

\TF

You can manually insert an optional hyphen to control where a word breaks if it falls at the end of a line.

\A

T

\TF

You can save any document that you have created as a template to use over and over again.

\A

T

\TF

In Word, the default setting will prevent widows and orphans.

\A

T

\TF

Page number styles cannot be modified in specific sections of a Word document.

\A

F

\TF

In a Word document, a section break will appear as a solid black line with the words “Section Break” directly below the line.

\A

F

\TF

A continuous section break inserts a section break and starts a new page.

\A

F

\TF

To create a Table of Contents, your document must contain built-in heading styles.

\A

T

\TF

Landscape refers to a type of page orientation where the page is displayed so that the long edge is horizontal, creating a short but wide page.
\A

T

\TF

You can specify a different paper size for printed output, regardless of the paper size you chose for the document in the Page Setup dialog box.

\A

T

\TF

The Reference command on the Format menu allows you to add a footnote or an endnote to your document.

\A

F

Multiple Choice

\MC

This will eliminate gaps in justified text in a Word document.

A. Cross-referencing

B. Hanging indents

C. Pagination

D. Hyphenation 

\A

D

\MC

Which of the following does not apply to creating an index?

A. All entries must be marked using the Mark Entry dialog box.

B. Word provides six default formats ranging from Simple to Fancy.

C. Your document must contain default heading styles.

D. You must first place your cursor where you want the index to appear before placing the index.

\A

C

\MC

This can be used for more precision in setting a hanging indent.

A. Indents and Align tab

B. Indents and Spacing tab

C. Align and Spacing tab

D. Size and Align tab

\A

B

\MC

You can view nonbreaking spaces or nonbreaking hyphens in a Word document by clicking this button on the Standard toolbar.

A. Edit

B. Format

C. Show/Hide

D. Tools

\A

C

\MC

You can choose to apply all of the following options using the Borders and Shading dialog box except:

A. Page Borders.

B. Paragraph Borders.

C. Page Shading.

D. Text Shading.

\A

C

\MC

To change the font or size of page numbers, switch to roman numerals, or specify how to start or restart page numbering, use this dialog box.

A. Page Number Style

B. Page Number Edit

C. Page Number Insert

D. Page Number Format

\A

D

\MC

This is not one of the four types of section breaks that can be inserted into a Word document.

A. Previous page

B. Even page

C. Next page

D. Continuous page

\A

A

\MC

To insert the Date and Time, choose:

A. the Date and Time command from the Insert menu.

B. the Date and Time command from the Format menu.

C. ctrl + T.

D. the Date and Time button on the Insert toolbar.

\A

A

\MC

You can apply styles to a document all of the following ways except by using:

A. the Style box on the Formatting toolbar.

B. the Style button on the Standard toolbar.

C. the Styles and Formatting task pane.

D. a customized shortcut key.

\A

B

\MC

You would switch to this view in Word to change a header or footer.

A. Print Layout

B. Normal

C. Outline

D. Page Layout

\A

A

