SECTION 1 - LABELLING
CIRCLE OR PUT A CHECK MARK next to the the elements of the WORD program window
shown by the multiple-choice questions below:
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1. Label 1 is:

Format Painter button
Text Highlight Color button
Numbering list button
Increase indent button
Italic button

Underline button

Left Margin button

2. Label 2 is:

Text Highlight Color button
Left margin button
Underline button
Numbering list button

Italic button

Increase indent button
Format Painter button
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3. Label 3 is:

Underline button

Italic button

Left margin button
Text effect

Increase indent button
numbering list button
Format Painter button

*4. Label 4is *

Center align button

Text Highlight Color button
Numbering button
Increase indent button
Underline button

Italic button

Format Painter button

5. Label 7 is:

Left margin button
Increase indent button
Numbering list button

Italic button

Text Highlight Color button
Underline button

Format Painter button

6. Label 5is:

7. Label 6 is:
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SECTION 2 - MULTIPLE CHOICE
Select the best answer from the list of choices.

Figure 3-7 Word
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7. Using Figure 3-7 Word above, in order to quickly apply the same format settings from the
heading text "Wildlife Refuge" to the heading text "Animal Shelter", the button
should be used .

copy and paste
format painter

drag and drop

font color and paste

8. Using Figure 3-7 Word, what formatting button_has been used on paragraph A ?

Strikethrough
Underline
Italic

Bold
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Fig. 3-0 Word

- H 0. TR L Wt Dl sy e T
B e s seen  CGvSUT WIS e Rls Vo h
X cn mewsnd [ K L dav e EajEee mee bl s Aab o .
i P = ok | Mstncepe | sambon AaBbC Assbcs AiNBCE AsSbCn msSbeEN i o
Lo PR PV - Ar¥-A- Ena - SoE | Ve Fesding | Mooy T bl el Do 3 p

§ Caproms & dern - Freagran " g A

[} 0 E; (1 ] } 0 L] ] & r
Yowr Neme

Acgust 31,
Quest Specialty Travel W\

L

Last Minute Travel Deals—

For o adianiure e resher tom Saer, cinsi: wart dhar maaté ' Lo muiwcle trove! decals. Fach of the drgin hoivd doiny:
Mo dn Sy e o meki, B Booing is Fberw gpactal el sl pa RGN idvratens
rhangs froguonls awdl adl s fart: For poraaal actetrace from & (20T rmal ool ral 1-843.355.TOUR 11
BILSIEBFET) or vy e guurscecialyerm. com, Chur anlfer hooking precesy i fle, wergy, cone pucmry.

Top Duser Con

Ruajuschan Deserr Safan Oy 1-13 §1 6 ——8

Irses Highlansts Exploses Ocr. 14-25 91,140

Evermi Bave Camp Tuzk Oct. 7:28 §1,950

Cyeling s Provesee Oct. 1320 §1.12)

R e e ey T B T

9. In the accompanying figure3-0 Word, the text labeled 1 is

left-aligned
right-aligned
center-aligned
justified

10. In the accompanying figure 3-0 Word, the text labeled 3 is

left-aligned
right-aligned
center-aligned
justified
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Fig. 3-14 Word
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11. Using Figure 3-14 Word, Tab are the lines that appear in front of tabbed text.
underlines
indicators
headers
leaders
12. Using Figure 3-14 Word, the item marked "B" is the tab.
right
center
left
decimal

SECTION 4 - MATCHING
Match each term to the correct definition.
Using your textbook, match each term to the correct definition.

13. The subsequent lines of a paragraph are indented more than the first line.

Right Indent
Left Indent
Hanging indent
First line indent

14. The left edge of a paragraph is moved in from the left margin.

Right Indent
Left Indent
Hanging indent
First line indent
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15. The right edge of a paragraph is moved in from the right margin.

Right Indent
Left Indent
Hanging indent
First line indent

16. The first line of a paragraph is indented more than the subsequent line.

Right Indent
Left Indent
Hanging indent
First line indent

Il. Matching Questions
Match each term with the statement that best describes it.
Matching - Section |

WORD BANK
Inline graphic Style Shading Border
Highlight Point Bullet Floating graphic

17. Transparent color that is applied to text to mark it in a document.

18. A set of format settings.

19. A unit of measurement equal to 1/72 of an inch.

20. A graphic symbol that appears at the beginning of a paragraph in a list.

21. Color or pattern that is applied behind text to make it look attractive.

22. An image that text wrapping has been applied to.

23. A line that can be applied above, below, or to the sides of a paragraph.

24. An image that is inserted as part of a line of text.
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Ill. MULTIPLE CHOICE
Select the best answer from the list of choices.

25. Which dialog box is used to change the scale of characters?

Tabs

Font

Paragraph

Borders and Shading

26. What is Calibri?

A font

A text effect

A style

A character format

27. What is the most precise way to increase the amount of white space between two paragraphs?

Indent the paragraphs

Change the line spacing of the paragraphs

Change the before spacing for the second paragraph
Change the font size

28. Which type of indent results in subsequent lines of a paragraph being indented more than the first
line?

Right indent

Negative indent
Hanging indent
First line indent

29. Which command is used to add a reflection or an outline to text?

Change Case

Text effects and Typography
Strikethrough

Underline

Congratulations Junior Ninja Level Mastermind! You have successfully completed this project. However,
by reviewing the steps you used to complete the work, you would have secured your future success in

the area.
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