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True/False

\TF

A screen tip appears in a small, yellow box near the mouse pointer whenever you hover the mouse over a toolbar button.

\A

T

\TF

When you create a custom toolbar that is available in Normal.dot (the universal template), that toolbar is immediately saved.

\A

F

\TF

You cannot customize Word’s existing toolbars.

\A

F

\TF

You can delete a toolbar button simply by dragging it off the document into the document window and releasing the mouse.

\A

T

\TF

AutoComplete allows you to insert text or graphics into documents quickly and with a minimum of keystrokes.

\A

F

\TF

The AutoText feature attempts to anticipate words you are entering and complete them.

\A

F

\TF

AutoText entries include a lengthy list ranging from Attention to Yours Truly.

\A

T

\TF

AutoText entries are not case sensitive.

\A

F

\TF

A macro is a recording of the keystrokes, menu clicks, and command clicks Word captures as you perform a sequence of activities, which you can play back repeatedly.

\A

T

\TF

The Visual Basic Editor is the programming environment used to create, manage, and modify Office macros.

\A

T

Multiple Choice

\MC

You can assign a keyboard shortcut to a command using the Customize command found under which menu?

A. Toolbars

B. View

C. Tools

D. File

\A

C

\MC

Word does not allow which of the following?

A. Creating a new custom toolbar

B. Assigning keyboard shortcuts to commands

C. Deleting buttons from existing toolbars

D. Permanently deleting an existing toolbar

\A

D

\MC

You can customize both toolbars and menus using the Customize command found under which menu?

A. Tools

B. Edit

C. View

D. Customize

\A

A

\MC

Which of the following cannot be done when customizing menus?

A. Rearrange commands

B. Create a custom menu name

C. Change the color of the menu display

D. Permanently delete existing menus

\A

C

\MC

What key do you press and hold to delete menus?

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

B

\MC

The AutoText command is found under which menu?

A. Insert

B. File

C. Text

D. Customize

\A

A

\MC

Which of the following is not a reason people create macros?

A. To speed up time-consuming editing or formatting procedures

B. To make menu commands more accessible

C. To automate a long, complex series of steps needed to complete one activity

D. To reduce a large number of keyboard keystrokes to just a few by replacing a signature with a couple of keystrokes

\A

D

\MC

Which of the following statements does not apply to attaching a macro to a template or document? 

A. Storing a macro with the active document means it is only available when that document is active.

B. A macro saved in Normal.dot is available whenever you use Word.

C. You cannot store a macro in any template other than the global template.

D. You should save all general-purpose macros in the global template.

\A

C

\MC

What cannot be saved to Normal.dot, the global template?

A. Custom menus 

B. Custom toolbars

C. Macros

D. Templates

\A

D

\MC

Which of the following is not an auto macro?

A. AutoClose

B. AutoInsert 

C. AutoExit

D. AutoNew

\A

B

