Office 2003 – Operate a Word Processing Application
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Chapter 14: Printing Options

1. 
The Magnifier tool is activated by default when you first open Print Preview.

True or False

2. 
Which of the following are tools on the Print Preview toolbar?

· Magnify

(
· One Page

(
· Shrink to Fit

(
· Help

(
3. 
Print preview allows you to preview more than one page at a time

True or False

4. 
Which of the following tools allows you to see more than one page when print previewing, the:

· Print tool

(
· Setup tool

(
· Multiple Pages tool

(
5. 
Pagination refers to the process of working through the document and adjusting all pages, margins, and the like for printing

True or False

6. 
Collating refers to the process of printing multiple copies in a specific order

True or False

7. 
Word only allows you to print the entire document

True or False

8. 
In Word you can print:

· the entire document

(
· a selected range

(
· a specified number of pages

(
9. 
Which of the following are valid page ranges for printing

· 3-5

(
· 1,5,9

(
· 1;5;9

(
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