Office 2003 – Operate a Word Processing Application


[image: image1.png]



Please enter your name in this text box:  

Please estimate how long it took you to complete this Chapter: 


                          Hours                               Minutes

Chapter 4: Working With Text

1. 
You can select text using the mouse, keyboard or a combination of both.

True or False

2. 
Which of the following are true? To select a:

· word you double-click on it

(
· paragraph you click anywhere in it and press Ctrl + Shift + Right Arrow

(
· whole document you double-click on the selection bar in the left margin

(
3. 
When you triple-click in the selection bar at the left of the document the entire document will be selected

True or False

4. 
When you triple-click on a word:

· only the word will be selected

(
· the entire document will be selected

(
· the paragraph will be selected

(
5. 
You can select a word by double-clicking on it with the mouse

True or False

6. 
The [Ctrl] + [Shift] + [Down Arrow] key combination will select the current paragraph

True or False

7. 
The [Ctrl] + [A] keyboard combination will select the:

· current word

(
· entire document

(
· current paragraph

(
8. 
When new text is typed into a sentence in overtype mode, the text to the right is pushed further to the right

True or False

9. 
You can toggle between overtype and insert mode by double-clicking on the OVR indicator in the status bar

True or False

10. 
In insert mode new text

· is written over existing text

(
· pushes existing text to the right

(
· appears greyed out

(
11. 
The [Del] key removes text to the right on the insertion point, while the [BackSpace] key removes text to the left of the insertion point

True or False

12. 
To delete an entire word, press:

· [Ctrl] + [Del]

(
· [Alt] + [Del]

(
· [Shift] + [Del]

(
13. 
The cut and paste commands can be found on the Edit menu

True or False

14. 
When you cut text it disappears from the document

True or False

15. 
The clipboard is used to:

· temporarily hold text that has been cut from a document

(
· store all deleted text

(
· write notes

(
16. 
When you use the copy and paste method you are moving text from one location to another

True or False

17. 
When you use the Copy command on the Edit menu the selected text is

· deleted from the document

(
· copied to the clipboard

(
· copied to a new location

(
18. 
Dragging and dropping text always moves it from one position to a new position.

True or False

19. 
To move text using the drag and drop method you use the:

· left mouse button and choose cut from the menu

(
· right mouse button and choose cut from the menu

(
· left mouse button to move the text

(
20. 
To make a copy of a selected item using the drag and drop method, you must use the right mouse button.

True or False

21. 
When using the drag and drop method, you can:

· copy text from a Word page to an Excel spreadsheet

(
· move an item using the right mouse button

(
· copy an item using the left mouse button

(
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