Office 2003 – Operate a Word Processing Application
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Chapter 13: Working With Images

1. 
You can insert pictures from the Clip Art gallery using the menu system.

True or False

2. 
When searching for pictures to be inserted from the gallery you must:

· specify one or more keywords


(
· select only one Result should be option


(
· type the keywords red,bus to display pictures with both red and bus as keywords
(
3. 
You can insert an image from a file via the Edit menu.

True or False

4. 
Which of the following are true?

· Word embeds the image in the document


(
· You can link the image from the Insert Picture dialog box


(
· You insert images from files using the Insert menu


(
5. 
The easiest method for inserting a Microsoft Graph Chart is via the Insert > Object menu command.

True or False

6. 
The method that you use to select a chart is different to the one used to select a picture.

True or False

7. 
To select images in documents you can use:

· the mouse


(
· the keyboard


(
· a combination of both


(
8. 
You can duplicate only one image at a time

True or False

9. 
The keyboard shortcut for duplicating a picture is:

· [Shift]+[D]


(
· [Alt]+[D]


(
· [Ctrl]+[D]


(
10. 
Dragging images provides the most accurate method for moving images.

True or False

11. 
To move selected images you can use:

· the mouse


(
· [Ctrl] + [Arrow key]


(
· [Shift] + drag


(
12. 
You can resize charts using the mouse and the menu

True or False

13. 
When resizing pictures, images and charts you can

· drag a resizing handle


(
· select Format > Object


(
· select Format > Image


(
14. 
You can use the [Copy] tool to delete a selected image

True or False

15. 
You can use which of the following to delete selected pictures, images and charts?

· [Del] key


(
· Select Edit > Delete


(
· [Cut] tool


(
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