CA201
Class Activity
Week 4-1

Student ______________________


1. What is template?
2. Where you can find word template?

File ( New ( ______________________ (  ________________________
3. A quick and easy way to change the look of an existing document is use Find and Replace format (True/False)

4. Using a Picture as a Watermark
· On the Format menu, 

· point to Background, 

· click Printed ______________and then,

· click the Select Picture button.

5. A theme is a unified look that incorporates:
Select all that apply
a. heading styles, 

b. text styles formatted without font effects, 

c. lists with specially designed bullet characters,

d. background colors, 

e. fill effects, and images.
f. All of the Above

6. Print Preview is only essential for multi-page document (True/False)
7. Print Preview save 

a. ____________________

b. ____________________

c. ____________________

d. ____________________
8. Word has two type of page orientation.

a. ____________________

b. ____________________

9. In Print dialog box you have three type of print ranges

a. All

b. ____________________

c. Current page

d. ____________________

10. In Print dialog box you have option to print:

a. All pages in range

b. Odd pages

c. ____________________

11. You are allowed to print noncontiguous pages (True/False)
12. When you print a document in draft quality, Microsoft Word does not print formatting or most graphics (True/False)
13. While printing in reverse order you are not allowed to print an envelope. (True/False)
14. You can print multiple pages on one sheet of paper. (True/False)
15. Word allows you to print several documents at once  (True/False)
16. Only Windows XP allows you to print several documents at once  (True/False)
