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1. Create this table below in Microsoft Word using tab stops.

DO NOT PRINT.
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2. In order to save an existing document with a different name you need to: 
Retype the document and give it a different name
Use the Save as... Command
Copy and paste the original document to a new document and then save
Use Windows Explorer to copy the document to a different location and then rename it

3. Which keyboard shortcut bolds selected text? 
Ctrl+B
Alt+B
File/Format/Bold
None of the above

4.  In page preview mode: 
You can see all pages of your document
you can only see the page you are currently working
You can only see pages that do not contain graphics
You can only see the title page of your document

5. The background of any Word document: 
Is always white color
Is the color you preset under the Options menu
Is always the same for the entire document
Can have any color you choose
6. In Word you can force a page break: 
By positioning your cursor at the appropriate place and pressing the F1 key
By using the Insert/Section Break
By positioning your cursor at the appropriate place and pressing Ctrl+Enter
By changing the font size of your document

7. Which keyboard shortcut centers selected text?
Ctrl+C
Alt+C
There is no keyboard shortcut for this operation
Ctrl+E
8. How many margins are on a page?
Two (header and footer)
Four (top, bottom, right, left)
Two (landscape and Portrait)
Two (top and bottom)

9. What is the default file extension for all Word documents?
TXT
WRD
FIL
DOC
10. How many different documents can you have open at one time?
No more than three
only one
as many as your computer memory will hold
No more than your Taskbar can display
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