Office 2003 – Operate a Word Processing Application
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Chapter 1: Word 2003 Orientation

1. 
Microsoft Word can be started from the Programs option on the Windows Start menu

True or False

2. 
Toolbars often provide a faster alternative to menu commands

True or False

3. 
Which of the following are commonly found on the Word 2003 screen?

· Toolbars

(
· The file location of the current document

(
· The Menu Bar

(
4. 
The Toolbars shortcut menu which appears when you right-click on a toolbar allows you to show or hide toolbars

True or False

5. 
Toolbars that appear with a tick on the Toolbars shortcut menu are currently hidden from view

True or False

6. 
The horizontal ruler bar can be used to adjust the top margin of a document

True or False

7. 
The tab button at the left of the horizontal ruler bar is used to

· select the type of tab required

(
· activate the ruler bar

(
· adjust the top margin of the document

(
8. 
The best way to exit Word is to switch the computer off

True or False

9. 
Which of the following are appropriate for exiting Word

· Switching off the computer

(
· Selecting File > Exit

(
· Clicking on the close button at the top right of the window

(
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