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Title: TB 141 Week 2 Quiz

The screen shots captured here were taken on December 19, 2010 by_, posing

as_.- was required to answer a 10 question quiz. A screen shot was taken for all 10
guestions. Following the submission of the quiz,- saw a screen showing a grade of 90%.
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz  Slapsed time: ( man
time remaining: unlimited

Question 1 of 10 bookmark
Software that is used primarily with text to create, edit, and format documents is known as software.

@) relational database

® word processing

@) electronic spreadsheet

) presentation

submit answer! << previous question | skip question == save and finish later review
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz _ Slapsed bime: 1 man
time remaining: unlimited

Question 2 of 10: bookmark
A hard return is

Answer/response:

[ 5] automatically inserted at the end of a line

[ 5] a line break that changes as the text changes

o not visible in Draft mode

® a line break that doesn't change if the text changes

submit answer! << previous question | skip question == save and finish later review
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz

elapsed time: 2 min
time remaining: unlimited

Question 3 of 10:

bookmark
which tab contains the Table of Contents and Index features?

Answer/response:
References
View

Insert

C00®

Home

submit answer!
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz _ Slapsed time: 2 man
time remaining: unlimited
Question 4 of 10: bookmark
When entering text within @ decument, you normally press Enter at the end of every

Answer/response:
page
sentence

line

®0 00

paragraph

submit answer!

<< previous question | skip question == save and finish later review
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz _ Slapsed bime: 3 man
time remaining: unlimited
Question 5 of 10: bookmark
Yeu can indent an entire paragraph at ene time by .

Answer/response:
double-clicking on every sentence
changing the page layout

using the tab key on each line

O®00

shifting the indent teols on the ruler
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz _ Slapsed bime: 3 man
time remaining: unlimited
Question 6 of 10: bookmark
Which feature analyzes a document and formats it for you?
Answer/response:
® AutoFermat
o Table of contents
o Multilevel list
® Character Styles
submit answer! << previous question | skip question == save and finish later review
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz

elapsed time: 3 min
time remaining: unlimited

Question 6 of 10:

Which feature analyzes a decument and formats it for you?

bookmark
Answer/response:
@ AutoFermat
® Table of contents
® Multilevel list
) Character Styles
submit answer! << previous question | skip question == save and finish later review
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz _ Slapsed time: 4 min
time remaining: unlimited
Question 8 of 10: bookmark
Which of the following is true about the Office Ribbon?

Answer/response:
The Ribben displays at the bottom of the screen.

The Ribben is a common compenent of the Office 2007 interface.

The Ribben cannot be used for selecting commands.

C0®O0

The Ribben is only available in Word 2007 and is not a feature of PowerPoint and Excel 2007.

submit answer!
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz  Slapsed fime: 5 man
time remaining: unlimited
Question 9 of 10: bookmark
wihat visual clue tells you a decument is nat in Werd 2007 format?

Answer/response:
The status bar includes the text [Cempatibility Mode].
The title bar is a different color.

The title bar includes [Compatibility Mode] after the file name.

The file extension is .docx.

O®00
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TB141: Introduction to Productivity Software > Week 2 > Assignment > Quiz

elapsed time: & min
time remaining: unlimited

Question 10 of 10:

You are the only person in your office to upgrade to Word 2007. Before you share your documents with co-workers, you should

bookmark
Answer/response:
® have no cencerns that they can epen your documents
® burn all decuments te CD
® print out a backup copy
® run the Cempatibility Checker
submit answer! << previous question | skip question == save and finish later review
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