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I- True/False Questions:

1- If the insertion point is in the middle of a line of text and you press ENTER, all the text to the left of the insertion point moves to the beginning of the next line.

2- As you enter text, Word is constantly checking the document for spelling and grammar errors.
3- The AutoComplete feature makes some basic assumptions about the text you are typing and, based on these assumptions, automatically corrects the entry.
4- A file name can contain letters, numbers, and spaces.

5- Pressing [ctrl]+[end] will take you to the beginning of the document.
6- The [Ctrl]+[Delete] key combination deletes text to the left of the insertion point to the beginning of the next group of characters.
7- The keyboard shortcut for the Undo command is: [Ctrl]+Z.
8- Justification is how text is positioned on a line between the margins or indents.

II-Multiple Choice Questions:

1- Which of the following contains buttons used to change the appearance of text?

	a.
	Standard Toolbar

	b.
	Formatting Toolbar

	c.
	Menu Bar

	d.
	Text Toolbar


2- The insertion point is also known as the:

	a.
	Marker

	b.
	Pointer

	c.
	Cursor

	d.
	Indicator icon


3.
____ Settings are those that are predefined and available from the moment you first open the program.

	a.
	Default

	b.
	Factory

	c.
	Formatting

	d.
	Application


4- To change to the Normal view, which of the following would you choose?

	a.
	View, Layout, Normal

	b.
	Tools, Options, Default

	c.
	View, Default

	d.
	View, Normal


5- To move the insertion point to the left end of the current line, press the ____ key.

	a.
	

	b.
	[Home]

	c.
	

	d.
	[End]



6- Grammar errors are marked with:

	a.
	a smart tag

	b.
	purple dots

	c.
	a green wavy underline

	d.
	an audible beep


7- This Word feature automatically inserts proper capitalization at the beginning of sentences and in the names of days of the week.

	a.
	AutoComplete

	b.
	AutoCommand

	c.
	AutoText

	d.
	AutoCorrect


8- 
If you accidentally type “THe" and Word changes it to “The”, then you’ve experienced what feature?

	a.
	AutoCommand

	b.
	AutoCorrect

	c.
	AutoText

	d.
	AutoComplete


9- The default interval time between automatic saving in Word is every:

	a.
	minute

	b.
	three minutes

	c.
	five minutes

	d.
	ten minutes


10- Which of the following is the default file extension for Word documents?

	a.
	.xls

	b.
	.txt

	c.
	.doc

	d.
	.wpd


11- By default, Word displays the ____ most recently used files in the File menu.

	a.
	2

	b.
	4

	c.
	6

	d.
	8


12- To quickly jump to the end of the document, press this key combination.

	a.
	[alt]+[break]

	b.
	[ctrl]+[home]

	c.
	[alt]+[end]

	d.
	[ctrl]+[end]


13- To delete the word that you just typed, press:

	a.
	[ctrl]+[bkspc]

	b.
	[ctrl]+[delete]

	c.
	[ctrl]+[home]

	d.
	[ctrl]+[shift]+[delete]


III- Essay Questions:

1- Describe the three ways in which the AutoCorrect feature makes corrections.
2- What is the difference between center and justified text alignment? Describe when each is most likely used.
3- What is the difference between a drawing object and a picture?
