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True/False

\TF

A well-developed outline can help you organize your thoughts, develop a sequence, avoid omitting information, and recognize nonessential facts.

\A

T

\TF

For easier viewing and reorganizing the document’s structure, you can collapse an outline to show just the headings.

\A

T

\TF

When you organize the headings and subheadings of a document as an outline, Word does not automatically apply built-in heading styles.

\A

F

\TF

You cannot use an existing Word document to create a new PowerPoint presentation.

\A

F

\TF

You can use Microsoft Word to create Web pages in the same way you create regular Word documents.

\A

T

\TF

The Web Page Wizard allows you to create only single Web pages; you cannot create an entire Web site.

\A

F

\TF

You cannot create Web pages from existing Word documents.

\A

F

\TF

A theme is a set of unified design elements and color schemes that help you easily create professional and well-designed documents.

\A

T

\TF

Microsoft Word cannot create XML documents.

\A

F

\TF

A document map is an outline-type overview of the document’s organization which shows the headings arranged hierarchically in a narrow, scrollable pane.

\A

T

Multiple Choice

\MC

Which of the following statements does not apply to creating an outline in Word?

A. Working with an outline helps put information in the proper sequential or chronological order.

B. Outlines help develop comparisons, divisions, classifications, cause-and-effect relationships, and spatial relations.

C. By moving components of an outline, you can develop a report or presentation that runs from the general to the specific.

D. You cannot outline a document by using a specific type of numbered list.

\A

D

\MC

This is not one of the ways you can outline a document.

A. Use the Format dialog box.

B. Create an outline-style numbered list.

C. Assign outline levels.

D. Organize a new document.

\A

A

\MC

To assign outline levels to a paragraph, switch to this view.

A. Page Layout

B. Print Layout

C. Outline

D. Normal

\A

B

\MC

To use the functionality of heading styles without modifying the built-in heading styles, create a new set of custom headings styles that include the:

A. outline-level page format.

B. outline-level numbered format.

C. outline-level paragraph format.

D. outline-level document format.

\A

C

\MC

Which of the following statements does not apply to using Word documents in PowerPoint?

A. When you import a plain text document, tabs at the starting paragraphs define the outline structure.

B. When an outline is sent to a new PowerPoint presentation, the slides are blank except for text.

C. You cannot insert an outline into an existing presentation.

D. When you send the outline to PowerPoint, it uses the outline structure from the styles in the document. 

\A

C

\MC

Use this menu command to create a PowerPoint slide show from a Word outline document.

A. Insert/Microsoft PowerPoint

B. Tools/Send To/Microsoft PowerPoint

C. Edit/Microsoft PowerPoint

D. File/Send To/Microsoft PowerPoint

\A

D

\MC

When using Word’s Web Page Wizard, what is a collection of graphics or text buttons that represent hyperlinks?

A. Cascading style sheets

B. Themes

C. Frames

D. Link bars

\A

D

\MC

Which of the following formats is supported when saving an existing Word document as a Web page?

A. Tables

B. Character

C. Hyperlinks 

D. Headers and footers

\A

C

\MC

How do you save a Word document as a Web page?

A. File menu/Save As Web Page

B. Format menu/Save As Web Page

C. File menu/Save As

D. Insert menu/Web Page Template

\A

A

\MC

This is a location or selection of text named for reference purposes.

A. Document map

B. Bookmarks

C. Themes

D. Cascading style sheets

\A

B

