Office 2003 – Operate a Word Processing Application
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Chapter 2: Working With A Document

1. 
The Open command which allows you to open existing documents is located on the File menu

True or False

2. 
Which of the following will allow you to open a document, the:

· Open command on the File menu

(
· Save As command on the File menu

(
· Open tool

(
3. 
Web Layout view displays your document as it will appear when it is printed

True or False

4. 
Which of the following are valid document views

· Print Layout

(
· Web Print

(
· Web Layout

(
5. 
You can only zoom a document to 200% of its normal view.

True or False

6. 
Which two methods can you use to change the zoom factor in a document, the:

· Zoom command on the View menu

(
· Print Preview tool

(
· Zoom tool

(
7. 
When you press the [Del] key it will delete text that is selected in the document

True or False

8. 
Formatting marks show where paragraphs end and tabs are located within the document.

True or False

9. 
You cannot create or change a document unless the formatting marks are visible.

True or False

10. 
You can show formatting marks by:

· selecting the appropriate option in the View dialog box

(
· clicking on the Zoom tool

(
· clicking on the Show/Hide tool

(
11. 
When you save a document and then immediately close the document you will not be prompted to save it.

True or False

12. 
What are the correct ways to save a document, select:

· File > Save

(
· File > Print

(
· Edit > Update

(
13. 
The only way to preview a document is by clicking on the Print Preview tool

True or False

14. 
Print Preview will display your document exactly as it will appear when printed

True or False

15. 
You can see your document in print preview mode by

· clicking on the Zoom tool

(
· clicking on the Print Preview tool

(
· selecting View > Print Layout

(
16. 
You can't print a document unless you preview it first

True or False

17. 
The Print Range option on the Print dialog box can be used to:

· print specific pages

(
· print the current page

(
· specify the number of copies

(
18. 
The Print tool will print the document without displaying the Print dialog box

True or False

19. 
When you close a document that has unsaved changes you will be prompted to save the document

True or False

20. 
Which of the following methods should be used to close a document?

· File > Close

(
· FIle > Save

(
· File > Exit

(
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