Office 2003 – Operate a Word Processing Application
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Chapter 11: Managing Documents

1. 
You can open only one file at a time using the Open dialog box.

True or False

2. 
To select non-contiguous files in the Open dialog box you must use the

· [Ctrl] key

(
· [Alt] key

(
· [Shift] key

(
3. 
Open documents usually appear as buttons on the Windows status bar at the bottom of the screen

True or False

4. 
The active document is the one that:

· is currently on display
(
· contains the most data
(
· was most recently created
(
5. 
You can make another open document active by

· clicking on the document name on the Windows menu

(
· selecting View > Document

(
· clicking on the document name in the Status Bar

(
6. 
Word allows you to paste text from one document to another

True or False

7. 
The clipbard allows you to store

· only one item

(
· up to 12 items

(
· up to 24 items

(
8. 
The Copy command on the Edit menu can be used to copy text into clipboard so that it can be pasted into a different document

True or False

9. 
When you use the Save As command to save the document under a different name the original file is deleted from the computer

True or False

10. 
To save the current document under a different name you can use the:

· Save tool

(
· Save As command on the File menu

(
· Rename command on the Document menu

(
11. 
When you use the Save As command to save the current file to another location the currect file is not deleted

True or False

12. 
After you use Save As to save the current file to another location you will be working on

· the new file that you created

(
· the previous file used before Save As

(
· a special file that ensures both the old and new get updated

(
13. 
RTF is a file format recognised by a number of different word processing applications including Microsoft Word

True or False

14. 
RTF is an abbreviation for

· Recurring Text Format

(
· Recurring Transition File

(
· Rich Text File

(
15. 
When you save a document as a filtered Web page the new file extension will be

· .web

(
· .txt

(
· .htm

(
16. 
You can open text files in both Microsoft Word and the Windows Notepad.

True or False
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