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True/False

\TF

By default, tables do not have borders that will be printed.

\A

F

\TF

Word tables cannot be created from a database, worksheet, or by converting existing paragraphs of text.

\A

F

\TF

Because the Insert Table button allows you to create a table that is a maximum of five rows, you can press the enter key when you get to the end of row five and a new row will be added at the end of the table.

\A

F

\TF

AutoFormat allows the user to change the types of gridlines, borders, and even colors used in a table.

\A

T

\TF

You can cut or copy and paste a table to another location in a document, just as you would text.

\A

T

\TF

Word allows you to convert from table format to text format.

\A

T

\TF

 To select multiple cells, drag across the cell or select a single cell, and then hold down shift while you click another cell.

\A

T

\TF

The AutoStyle menu on the Drawing toolbar contains several categories of shapes that can be inserted into a Word document.

\A

F

\TF

To resize a selected object, you can hold down alt and drag a sizing handle while temporarily overriding the settings for the grid.

\A

T

\TF

WordArt is a drawing object that is available in all Office applications, including Word.

\A

T

Multiple Choice

\MC

The table move handle is located at this location of the table:

A. top left hand.

B. top right hand.

C. bottom right hand.

D. bottom left hand.

\A

A

\MC

A table can be created by using the:

A. Insert Table button on the Format toolbar.

B. Insert Table command on the Tools menu.

C. Insert Table button on the Standard toolbar.

D. Insert Table command on the File menu.

\A

C

\MC

Which of the following is not an option when inserting columns or rows by clicking Table, Insert?

A. Columns Above

B. Columns to the Right

C. Rows Below

D. Cells

\A

A

\MC

The Table menu will allow you to delete all of the following except:

A. Table.

B. Paragraph.

C. Cells.

D. Rows.

\A

B

\MC

A row height in a table can be changed by clicking a cell in the row and then using this menu command.

A. Table/Insert/Row

B. Table/Table Properties/Row

C. Table/Table Format/Row

D. Table/AutoFit/Row

\A

B

\MC

When text is converted to a table, Word begins rows at:

A. tab marks.

B. section breaks.

C. paragraph marks.

D. page breaks.

\A

C

\MC

This is not an AutoFit behavior in the Convert Text to Table dialog box.

A. Fixed column width

B. AutoFit to contents

C. AutoFit to window

D. AutoFit to page

\A

D

\MC

Drawing objects include all of the following except:

A. lines.

B. AutoShapes.

C. curves.

D. pictures.

\A

D

\MC

This toolbar is used to insert an AutoShape into a Word document.

A. Format

B. Style

C. Drawing

D. Standard

\A

C

\MC

When inserting a picture into a Word document, this toolbar will appear when you select the picture. It contains tools that can be used to crop the picture, add a border, or adjust its brightness or contrast.

A. Drawing

B. Format

C. Control Toolbox

D. Picture

\A

D

