File: Chap010, Chapter 10, Working with Forms and Field Codes

True/False

\TF

An onscreen form is a Word template containing special fields in which anyone reading the document can insert the information.

\A

T

\TF

Form fields store a particular type of information that holds a name, a numeric value, or a date, or provides a list of possible choices.

\A

T

\TF

You cannot design a form field to accept numbers only.

\A

F

\TF

You cannot specify text formatting in form fields.

\A

F

\TF

A table makes the process of form layout much simpler because you can use table cells to provide the required spacing to make the form attractive.

\A

T

\TF

A check box form field provides a list of choices from which the user can choose.

\A

F

\TF

A prompt is a very short text phrase that provides insights about the selected form field.

\A

T

\TF

Word does not allow you to password protect a document.

\A

F

\TF

Help is a message that appears in a dialog box when a form user presses the F1 function key.

\A

T

\TF

Protecting a form always requires a password.

\A

F

Multiple Choice

\MC

Pressing which key moves the user through all fields in a form?

A. tab
B. shift
C. enter
D. control
\A

A

\MC

What type of field enables a user to type text, symbols, and numbers, or to perform calculations?

A. Text 

B. Drop-down

C. Number

D. Check box

\A

A

\MC

Which of the following is not a valid text field option?

A. Current Date

B. Calculation

C. Number

D. Author’s Name

\A

D

\MC

Which of the following is not available from the Text Form Field Options window?

A. Format

B. Maximum Length

C. Bookmark

D. Track Change

\A

D

\MC

What is a series of symbols and digits that specify the format and content of a number?

A. List box field

B. Number field

C. Numeric picture

D. Text picture string

\A

C

\MC

Which of the following is also known as a list box, which is used to display a list of choices?

A. Drop-down form field

B. Check box

C. List command field

D. Text list field

\A

A

\MC

Which of the following is a good choice when you want users to select from several choices merely by clicking a box?

A. Drop-down form field

B. Check box

C. List command field

D. Text list field

\A

B

\MC

Which of the following statements does not apply to saving form data?

A. Word saves the data in a text file with a .txt file extension.

B. Saving only the data has the advantage of storage savings.

C. A disadvantage is that you cannot retrieve only the data and place it back in the form for printing or examination.

D. The data file retains the layout and formatting of the original form.

\A

D

\MC

In the Tools menu, Options command, which tab allows you to save form data?
A. Security 

B. Save

C. Forms

D. File Location

\A

B

\MC

What is the option you establish to specify the exact way Word is to display or format a field?

A. Field Instructions

B. Field Identifier

C. Field Switch 

D. Field Calculations

\A

C

