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Chapter 5: Formatting Text

1. 
The process of changing the appearance of text is known as formatting

True or False

2. 
Which of the following operations would be considered as part of formatting

· copying and pasting

(
· aligning text

(
· changing the font size

(
3. 
Tools that allow you to change selected text to bold, italics or underline are found on the Formatting toolbar.

True or False

4. 
The Justify tool can be used to align text along the left margin of a document

True or False

5. 
Bullets provide a way of numbering items in a list

True or False

6. 
You can choose the style of bullets to use on selected text by selecting:

· Format > Bullets and Numbering

(
· Insert > Bullets

(
· Tools > Bullets

(
7. 
When you click on the Numbering tool Word will apply consecutive numbers to the list of selected items

True or False

8. 
The Increase Indent tool increases the indent by jumping to the next default tab stop

True or False

9. 
A First Line indent indents:

· all of the text except the first line of a paragraph

(
· from the right

(
· only the first line of a paragraph

(
10. 
The Decrease Indent tool will move text left by one default tab stop

True or False

11. 
The Font and the Font Size tools can be found on the Drawing toolbar

True or False

12. 
The Font dialog box is displayed using the Font command on the Formatting menu

True or False

13. 
The Font dialog box provides:

· less options than the Font tool

(
· the same options as the Font tool

(
· more options than the Font tool

(
14. 
Bold Italic is an example of a Font style in the Font dialog box

True or False

15. 
The Font style attribute in the Font dialog box allows you to change the:

· colour of text

(
· text to bold, italics or bold italics

(
· spacing between characters

(
16. 
You can change font size using either the Font Size tool on the toolbar, or the Size settings in the Font dialog box

True or False

17. 
Which of the following allow you to change font sizes?

· Font dialog box

(
· Font Size tool

(
· [Alt] + [Shift] + [F]

(
18. 
Line spacing is set using the Paragraph dialog box

True or False

19. 
When adjusting line spacing you can set the spacing:

· before a paragraph only

(
· after a paragraph only

(
· both before and after a paragraph

(
20. 
In Word you can set line spacing to double lines using the Font dialog box.

True or False

21. 
In Word line spacing refers to the spacing:

· before a paragraph

(
· after a paragraph

(
· between lines within the paragraph

(
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