Office 2003 – Operate a Word Processing Application
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Chapter 10: Templates

1. 
Templates in Word end with a DOT file extension.

True or False

2. 
The following command is used to create a document based on a template:

· File > New

(
· Insert > New

(
· Tools > Templates

(
3. 
Templates are created by changing the Save as Type in the Save As dialog box to a template setting.

True or False

4. 
To create a new template you must use the following command:

· File > New

(
· File > Save As

(
· File > Template

(
5. 
If your new template has been saved in Word's templates folder the new template will appear in the Templates dialog box.

True or False

6. 
To create a new document based on a template you have created you:

· select File > Template

(
· select File > Save

(
· select File > New

(
7. 
There is no difference between Wizards and Templates.

True or False

8. 
You activate a file Wizard by selecting:

· File > Wizard

(
· File > Open

(
· File > New

(
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