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Chapter 7: Working With Tabs

1. 
Default tab stops in a document appear in a grey colour on the ruler line

True or False

2. 
To see tab marks as you type in a document click on the:

· Tab tool

(
· Show Tabs tool

(
· Show/Hide tool

(
3. 
You can only set left align tabs using the ruler bar. All other tabs need to be set through the Tabs dialog box.

True or False

4. 
You can set a left aligned tab on the ruler bar

· only at the left of the bar

(
· only in the centre of the bar

(
· anywhere you like

(
5. 
When you drag a tab marker off the ruler line

· the tab stop disappears from the document

(
· all of the text at that marker will be erased

(
· a message advising that this can't be done will appear

(
6. 
Once tabs have been placed on a the ruler line they can be modified by dragging them with the mouse

True or False

7. 
The Tabs dialog box allows you to set tabs more precisely than clicking on the ruler bar

True or False

8. 
The Tabs dialog box can be found by selecting:

· Format > Tabs

(
· Tools > Tabs

(
· Insert > Tabs

(
9. 
You can clear custom tabs from the Tabs dialog box only.

True or False

10. 
To remove tabs from a selected paragraph you can:

· drag the marker off the ruler

(
· click on [Remove All] on the Tabs dialog box

(
· select the tab marker on the Tabs dialog box and click on [Clear]

(
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