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1. When you use a computer program to create, edit, and produce text documents, you are:

a. Word Processing

b. Typing

c. Microsoft Word

d. Desktop publishing

2. You’ll start by entering text to create a document, and then you’ll save the document as:
a. Folder
b. File

c. Word document

d. Desktop publishing document

3. When you first start Word, the Word opens in:
a. Window
b. Program Window
c. Document window
d. Microsoft office window
4. When you first start Word, the Word opens in:
a. Window
b. Program Window
c. Document window
d. Microsoft office window
5. You enter and edit text in the fowling window

a. Window
b. Program Window
c. Document window
d. Microsoft office window
6. What is toggle?

Answer: _______________________________________________

7. The Getting Started task pane opens each time you start Word.(True / False)

8. You can also start Word by creating a shortcut icon on the Windows desktop.(True / False)

9. Ctrl + F1 will open Task pane.(True / False)

10. When you save document for the first time it will always open Save As dialog box.(True / False)

11. Blue wavy line appears under a word or phrase indicates inconsistent formatting.(True / False)
12. If a colored wavy line appears under a word or phrase, Word is flagging a possible error: 
a. red 

b. green 

c. blue 
13. Red colored wavy line indicates ________________ Error
14. Green colored wavy line indicates _______________ Error

15. Rich Text Format (*.rtf). Save the document in this format if you want its formatting to be preserved. (True/False)
16. In Word, you can view a document in a variety of ways. (True/False)
17. In Word, you can view a document in a variety of ways, write down the different view available in words.
Answer: 

___________________________

___________________________

___________________________

___________________________

___________________________

