WORD 2000 - Project One Review

True/False

____ The New Office Document command is highlighted on the Run menu.

____ Each icon displayed in the General sheet in the New Office Document dialog box represents a different type of document that can be created in Microsoft Office.

____ While Word is starting, the mouse pointer changes to an hourglass shape.

____ The Word window consists of a variety of components to make documents more professional and work more efficient.

____ When typing, the insertion point moves to the left, and when the end of a line is reached, it moves downward to the next line.

____ The status bar displays at the bottom of the document window, above the Windows menu bar.

____ If a status indicator on the status bar is darkened, it is off.

____ Two built-in toolbars are the Menu toolbar and the Find toolbar.

____ A docked toolbar is attached to the edge of the Word window.

____ All of the Standard toolbar displays when you display the complete Formatting toolbar.

____ To display an entire toolbar, the More Buttons button at the right edge of the toolbar can be clicked.

____ Once a hidden button in the More Buttons list is clicked, Word will remove the button from the More Buttons list and place it on the toolbar.

____ The more inches of ruler that display at the top of the document window, the larger the text will be on the screen.

____ Windows screen size and Word resolution are the two factors that affect how much of the ruler displays in the document window.

____ When installing Word 2000 and upgrading from a previous version of Word, the default font size most will likely be 12.

____ When you begin entering text into a document, a Spelling and Grammar Status icon displays at the right edge of the status bar.

____ The number 0 and letter o may be used interchangeably when creating a Word document.

____ A raised dot () shows where the ENTER key was pressed.

____ Each time the ENTER key is pressed, Word creates a new paragraph.

____ A small square at the beginning of the first line indicates that it is formatted using the Heading 1 style.

____ It is possible that the same document could wordwrap on different words if printed on different printers.

____ When a word has been flagged with a red wavy underline it indicates that it is not in Word’s dictionary.

____ Text still remains in the document, even when it cannot be seen once it scrolls off the screen.

____ When using the keyboard to scroll, the insertion point remains stable.

____ The characters slash (/) and question mark (?) are two of the valid characters for a file name.

____ A document remains stored in the computer’s main memory, even if the computer is turned off or electrical power is lost.

____ Paragraphs encompass the text up to and including the paragraph mark (¶).

____ Centering is considered a character format.

____ Selected text is highlighted in the document window.

____ The Center button on the Formatting toolbar centers text vertically.

____ Many of the buttons on the Formatting toolbar are toggles that, when clicked once, will format the selected text, and clicked again will remove the format from the selected text.

____ To select a single word, position the mouse pointer somewhere in the word and click.

____ Word 2000 includes a series of predefined graphics, or clip art, that can be inserted into a Word document.


____ To position the insertion point where the clip art is to be located, press the SHIFT key and then press the DOWN ARROW key three times.

____ Word can insert a graphic directly from a scanner or digital camera that is attached to a computer.

____ The clip art in a document is part of a paragraph and is right-aligned.

____ To maintain the proportion of a graphic, press the SHIFT key while dragging a corner sizing handle.

____ A selected graphic can be resized using the Format Picture dialog box, by clicking the Format Picture button on the Picture toolbar and then clicking the Size tab.

____ After a document is saved the first time, Word automatically assigns a different file name each time it is saved subsequently.

____ To cancel a job that is printing, or waiting to be printed, double-click the printer icon on the taskbar. In the printer window, click the job to be canceled and then click Cancel Printing on the Document menu.

____ To quit Word, click the Quit button on the Standard toolbar.

____ To use an error correction technique in Word, the insertion point first must be moved to the error.

____ The default typing mode in Word is insert mode.

____ Word provides an Undo button on the Standard toolbar that can be used to cancel the most recent command or action, including typing.

____ The Word Help system, when used properly, can increase productivity and reduce frustration by minimizing the time spent learning how to use Word.

____ With Microsoft Word 2000, several technical manuals are included to explain the software.

____ The Office Assistant can search for only a limited portion of Help topics.

____ The Contents sheet in the Word Help system is similar to a table of contents in a book.

____ Answer Wizard is similar to WordPerfect Help.

Fill in the Blanks 
Microsoft Word is a(n) __________.

The insertion point, end mark, mouse pointer, rulers, scroll bars, and status bar are the main elements of the __________.

A short horizontal line indicating the end of a document is the  __________.

__________ can be moved anywhere on the Word screen.

The appearance and shape of the letters, numbers, and special characters on the screen is defined by the __________.

When Word flags a possible spelling or grammar error, it also changes the red check mark on the __________ to a red X.

The paragraph mark (¶) is a nonprinting character that indicates where the __________ was pressed.

The ENTER key should be pressed in all of the following circumstances except __________.

The scroll box on the vertical scroll bar indicates the __________.

To move the insertion point to the end of the document, press the __________ key(s).

__________ is used to emphasize certain words and improve readability of a document.
alignment for paragraphs is __________.

A number, such as (970) 123-4434, would be considered as __________ by Word because it contains spaces and other punctuation.

To select a group of words, __________.

A graphic can be imported from the Web by using the __________.

To center a graphic, you first must __________.

To save an existing document with a different file name, click the __________.

A printed copy of a document is called a __________.

The types of changes made to documents normally are __________.

To change to the mode in which Word replaces characters to the right of the insertion point with newly typed characters, double-click the __________ status indicator on the status bar.

The __________ in the Word Help system offers assistance when the general category of the topic in question is known, but not specifics.

To view __________ in the Word Help system, click About Microsoft Word on the Help menu.

__________ in the Word Help system is used to access technical resources and download free product enhancements on the Web

The __________ window contains a variety of components to make work more efficient and documents more professional.

The portion of a document displayed on a screen is viewed through the __________.

The blinking vertical bar that indicates where text will be inserted is known as the __________.

Right-clicking an object will display a(n) __________.

By clicking a menu name on the menu bar, a(n) __________ will display that lists the most recent command used.

A(n) __________ lists all the commands associated with a menu.

A(n) __________, or recessed, command does not display on a short menu.

Drawing, Redo, and Columns are some of the buttons that can be found on the __________.

The vertical bar at the left edge of a toolbar, double-clicked to display the entire Standard toolbar, is the __________.

The __________ command is used to increase or decrease the size of the displayed characters to a point where both the left and right margins are at the edges of the document window.

In Word, Times New Roman is the preset or __________ font.

The __________ icon displays at the right of the status bar when text is entered into a document.

A(n) __________ is sometimes called a nonprinting character.

__________ allows for words to be typed in a paragraph continually without pressing the ENTER key at the end of each line.

Word processing documents use __________ character fonts.

Word __________ the top portion of a document upward off the screen as more lines of text are typed than can be displayed in the document window.

The current relative location of the insertion point in the document is indicated by the __________.

A(n) __________ can be up to 255 characters, including spaces.

Adding an underline, shadow outline, and strikethrough are included in __________ formatting.

The purpose of the __________ is to undo an undo.

A(n) __________ duplicates an action that is to be done again.

If a character formatting operation is not available on the Formatting toolbar, use the __________ box to perform the operation.

Clip art is located in the __________.

A selected graphic displays surrounded by a(n) __________ that has sizing handles.

__________ includes both reducing and enlarging the size of a graphic.

A printed version of a document is called a(n) __________.

Using __________, Word inserts the character and moves all the characters to the right of the typed character one position to the right.

Word replaces characters to the right of the insertion point in __________.

When typing a question, word, or phrase in a text box, __________ provides immediate help on the subject.

__________ technology understands what is being attempted and suggests better ways to do it.

The __________ is similar to the Office Assistant in that it answers questions that are typed in your own words.

