Office 2003 – Operate a Word Processing Application
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Chapter 3: Creating A Document

1. 
The New Document task pane appears only when you select the New command on the File menu

True or False

2. 
Word 2003 always bases a new document on a template

True or False

3. 
Which of the following allows you to create a document based on a template other than the Normal template? Selecting:

· File > New

(
· File > Open

(
· File > Save

(
4. 
The insertion point must be positioned at the desired location before typing text into a document

True or False

5. 
Word wrap is the process where lines are automatically continued on to the next line when the right margin is reached

True or False

6. 
Word wrap is:

· a new type of song dedicated to computers

(
· where long lines automatically spill to the next line

(
· praise given to your word processing documents

(
7. 
You can type numbers anywhere in a document in much the same way as typing text

True or False

8. 
To type numbers so that they appear in columns across the document you can use the:

· [Right Arrow] key

(
· [Enter] key

(
· [Tab] key

(
9. 
When you insert the current date from the Date and Time dialog box you can insert it as a field that will automatically update

True or False

10. 
The Date and Time command that allows you to insert the current date into a document can be found on the:

· Insert menu

(
· Edit menu

(
· Format menu

(
11. 
The Spelling and Grammar command can be found on the:

· Insert menu

(
· Edit menu

(
· Tools menu

(
12. 
When spelling errors are displayed in the Spelling and Grammar dialog box Word attempts to provide one or more suggestions for you to use

True or False

13. 
When you choose the Save command or click on the Save tool for a new document that has not yet been saved the Save As dialog box will automatically appear

True or False

14. 
When a document has been named in the Save process the name of the document appears in the:

· first line of the document

(
· Status Bar

(
· Title Bar

(
15. 
All templates in Word have the file extension .dot

True or False

16. 
To display the New dialog box you:

· click on the Blank Document tool

(
· click on the Save tool

(
· select New on the File menu

(
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