Office 2003 – Operate a Word Processing Application
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Chapter 8: Working With The Page

1. 
Word allows you to change the left and right margins, but not the top and bottom

True or False

2. 
Page margins can be changed using the:

· ruler

(
· Page Setup command on the Format menu

(
· Page Setup command on the File menu

(
3. 
When a page is laid out in landscape orientation it appears sideways with the long edge at the top and bottom

True or False

4. 
You can change page orientation in the Page Setup dialog box on the following tab

· Margins

(
· Paper Size

(
· Paper Source

(
5. 
The header area of a document appears at the bottom of each page

True or False

6. 
To add text that repeats at the top of every page you

· type it in the left margin

(
· select View > Header and Footer and type it at the top 

(
· type it into the On Every Page dialog box

(
7. 
The header and footer section of a document can be formatted in much the same way as any other part of the document

True or False

8. 
The only way to insert automatic page numbering into a document is through the header and footer operation

True or False

9. 
When working in the header or footer area you can show the total number of pages using the:

· Insert Page Number tool

(
· Total Pages tool

(
· Insert Number of Pages tool

(
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