Office 2003 – Operate a Word Processing Application
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Chapter 9: Creating Tables

1. 
Columns in a table run vertically down the table, while rows run horizontally across a table

True or False

2. 
You can use both the mouse and keyboard shortcuts for selecting text in a non-contiguous range of cells.

True or False

3. 
Using keyboard shortcuts you can select:

· a column

(
· text in a cell

(
· a non-contiguous range of cells

(
4. 
To jump horizontally to the next cell on the right in a table you can press the [Tab] key

True or False

5. 
When you press [Tab] at the bottom right cell in a table Word will create a new:

· table

(
· column

(
· row

(
6. 
Word allows you to insert additional rows and columns even after a table has been created

True or False

7. 
To insert a row below the current row in a table you would select

· Table > Insert > Columns to the Left

(
· Table > Insert > Rows Below

(
· Table > Rows Below

(
8. 
When you delete a row from a table the data will be preserved in the clipboard

True or False

9. 
To delete a row in a table you can

· select Table > Delete > Columns

(
· select Table > Columns > Delete

(
· press the [Del] key

(
10. 
You can resize a column in a table by dragging the column's border

True or False

11. 
To make a column in a table wider, drag the:

· right border of the column to the right

(
· left border of the column to the right

(
· left border of the column to the left

(
12. 
You can apply colouring to any cell in a table

True or False

13. 
To colour a cell from the menu commands you need to select

· Format > Borders and Shading

(
· Tools > Borders and Shading

(
· Edit > Borders and Shading

(
14. 
You can only apply a border around a table. Word does not let you apply borders anywhere else within the table

True or False

15. 
The box button on the Borders tab of the Borders and Shading dialog box places:

· a border around the selected cells of a table

(
· a border around the outside of a table

(
· borders around and lines within a table

(
16. 
You can change border styles on the Borders and Shading dialog box

True or False

17. 
Table borders can comprise which of the following types of styles?

· Triangles

(
· Dashed

(
· Triple lines

(
18. 
When you AutoFormat a table Word will apply a series of changes based on predefined styles

True or False

19. 
The AutoFormat process changes

· the entire table

(
· only selected cells

(
· only selected columns

(
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