
MICROSOFT PUBLISHER 2000  --  Project One Review.

You can reset menus to their original configuration by clicking Options on the Tools menu and then clicking the ________________ button in the General sheet.
The status bar contains the ________________.
Within text frames you can make changes to ________________.
Publisher's ________________ view displays a single page publication at approximately 36% of its actual size.
The ________________ view option centers an object and enlarges it to fill the workspace.
Page views and percentages of magnification are available through the ________________ command on the View menu.
Synchronization can be cancelled by clicking the _________________ button on the Standard toolbar. 
The ________________ is a tool for previewing and inserting clip art, pictures, sounds, videos, and animated objects.
Fancy borders, or ________________ as Publisher calls it, generates an extra graphic on Web pages.
If you want to cancel an undo, you can use the ________________ button.
Publisher uses a(n) ________________ to look for potential problems if the publication were transferred to the Web.
A(n) ________________ file is capable of being stored and transferred electronically on a file server in order to display on the Web.
The Office Assistant is used to ________________.
________________ technology understands what you are trying to do and suggests better ways to do it.
The ________________ sheet in Publisher Help groups Help topics by general categories.

True/False
____ Microsoft Publisher is a powerful presentation graphics software program that assists you in designing and producing professional quality documents that combine text, graphics, illustrations, and photographs.
____ Once Publisher creates a publication from a wizard, you then fill in the blanks, replace prewritten text as necessary, and change the art to fit your needs.
____ Once it has been saved, you can edit the elements of a template, just as you do with wizards, to customize them to your situation.
____ As you answer a wizard's questions, clicking the Complete button allows you to bypass any additional step-by-step wizard panes.
____ Because Publisher is part of the Microsoft Office 2000 suite, the window display is similar to other members of the suite and other Windows-based programs.
____ You can use the Special Paper command to view your page layout as it will be printed on special paper, or see the final copy after preparing your publication for a printing service.
____ Three rulers outline the Publisher workspace.
____ Although the vertical and horizontal rulers display at the left and top of the workspace, they can be moved and placed anywhere you need them.
____ The rulers cannot be hidden.
____ Represented by gray and black solid lines, layout guides exist on the background of every page.
____ You can choose objects from a wizard, choose them from the Design Gallery, or insert them from original material.
____ Publisher demotes less frequently used buttons to the More Buttons menu.
____ As you use Publisher, it automatically personalizes the menus for you, based on how often you use commands.
____ When you display a menu, you can wait a few seconds or click the arrows at the bottom of the menu to display the full menu.
____ The hidden commands that display on the full menu are recessed. 
____ Some menu commands display a bullet that means the command has been chosen previously and is a current setting.
____ The menu bar is the first toolbar in the Publisher window.
____ The toolbars in the Publisher window always are constant regardless of what object is selected.
____ When you move the mouse pointer over a button or box, the name of the button or box displays below it in a ScreenTip.
____ You can rearrange the order of docked toolbars and can move floating toolbars anywhere in the Publisher window by dragging them to the desired location.
____ You resize a floating toolbar by dragging the edge of the toolbar to the desired size and shape.
____ If no object is selected, the Mouse Pointer box displays the location of the mouse pointer.
____ When you drag a toolbar to the edge of the window to dock it, the toolbar snaps into place along the window edge. 
____ Unlike many word processing programs, Publisher displays the font names in the type style of the font itself.
____ If you type a word that is not in the dictionary (because it is a proper name or misspelled), a red wavy underline displays below the word.
____ The commands on a shortcut menu differ depending on the object that is right-clicked. 
____ If you click an object before zooming in, Publisher displays the selected object in the center of the workspace.
____ Publisher does not automatically check for spelling errors and duplicate words as you enter text.
____ Bullets are used to draw attention to specific points in your publication.
____ Zooming a document increases or decreases the size of the printed characters, depending on the zoom percentage.
____ Synchronization occurs as soon as you finish editing.
____ A file name can include up to 255 characters, including spaces.
____ While you are creating a publication in Publisher, the computer stores it in memory.
____ If the computer is turned off or if you lose electrical power while creating a publication in Publisher, the publication is lost.
____ Publisher selects a preset name for a publication when you save the publication, even if most of the elements on the page are objects.
____ Publisher's save reminder feature offers you the chance to save your publication at predetermined intervals during your work session.
____ The Search the Web button on the Save As dialog box toolbar starts the default browser and displays a search engine.
____ An alternative to selecting multiple objects using the SHIFT+click method is simply to drag the mouse around them.
____ The spacing around a graphic should be at least 1/8 inch and should be consistent among the graphics in your publication.
____ Web pages with Border Art load just as quickly as pages without Border Art.
____ When you click the Print button to print a publication, the Print dialog box displays and allows you to type the desired number of copies in the Number of copies text box.
____ Sometimes deletions are necessary in a publication because objects are incorrect or are no longer needed.
____ Attention getters include graphic boxes, text frames, geometric designs, and colors intended to draw attention to your publication.
____ Publisher cannot create a Web site from your publication without the use of an external Web page editor such as FrontPage.
____ If you use links or hot spots to other Web pages within your publication, Design Checker will verify the addresses.
____ Certain types of large graphics slow the display process on the Web, as do a large number of fonts and borders.
____ The preset storage location for publications on a new installation of Publisher is in a folder called New Publications.
____ You can store publications in any folder on your hard disk, floppy disk, or on a network.
____ The Question Mark button is used to identify unfamiliar items on the screen.
____ The Detect and Repair feature of the Publisher Help system automatically finds and fixes errors in the application.

Short Answer
For large jobs, businesses use DTP software to design publications that are ______________, which means the files are suitable for outside commercial printing.
A(n) ______________ is a tool that steps you through the design process by asking you questions and changing your publication accordingly.
A(n) ______________ is similar to a blueprint you can use over and over; you can use a wizard to help you design one.
______________ create a grid that repeats on each page of a publication and that helps you define sections of the page and help you align elements with precision.
______________ are the gray lines surrounding an object; they are useful when you want to move or resize objects on a page.
______________ (or grayed) commands indicate that they are not available for the current selection.
______________ contain buttons and boxes that allow you to perform tasks more quickly than when using the menu bar.
Each type of object in Publisher displays its own ________________ toolbar when selected.
The ____________________ toolbar displays on the left edge of the Publisher window.
The toolbars initially display ____________________, or attached, to the edge of the Publisher window.
A(n) ____________________ toolbar is not attached to an edge of the Publisher window.
A(n) ____________________ is an object in a publication designed to hold text in a specific shape, size, and style.
A(n) ____________________ is an attribute or characteristic of an object.
Publisher uses ____________________, which allows you to type words continually without pressing the ENTER key.
Publisher uses the ____________________ feature to resize the text so it fits into the allotted amount of space.
____________________ resizes the page view to fill the width of the available workspace.
The ____________________ list also allows you to choose a percentage of magnification from 10% to 400%.
____________________ are small tabbed images with some combination of name, telephone, fax, e-mail, or address.
When design elements are ____________________, this means that when you change the text or format in one of the design elements, Publisher also makes the changes to similar objects so you do not have to change each one manually.
Publisher will adjust the placement of an object so it aligns with the page layout guides automatically if you move the object close to the guide. This magnet-like process is called ____________________.
A(n) ____________________ is a box on the window used as a geometric graphic to accentuate or provide a background.
A rectangle becomes a background when other objects, such as text frames, are ____________________ on, or placed on top of, rectangles.
____________________ means selecting more than one object at a time to create a composite object.
A(n) ____________________ is any object in Publisher other than a text frame.
____________________ means changing the size or shape of an element by dragging the sizing handle.
Proportionally resizing an object other than a picture requires that you hold down the ____________________ key while dragging the corner sizing handle.
To keep the center of an object in the same place as you resize it, hold down the ____________________ key as you drag.
____________________ means changing the look of an object by adjusting the style, font, graphic enhancement, alignment, or color.
____________________ is an inclusive term given to draw-type images that are created from a set of instructions (also called object-based or vector graphics).
____________________ usually are digital photographs, scanned image������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������� documents for a publication intended for the Web, Publisher includes the main HTML file, called the ____________________, and copies of the associated graphics, inside this folder.
Publisher can ____________________, or transfer, your files to the Web, if you are connected to an Internet service provider or host.
The Design Checker checks the publication for its ability to ____________________, or display, quickly.


