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Reminder:  Save the file as: Lastname 5 Review key your answers in the document. Use a different font style to key in the answers. When completed with the assignment submit.
Review Questions

Instructions:  Write or key your answers to the questions below.

( Peer Check:  Check your answers by comparing them with those of a classmate.

1. An informal document most often used to communicate within an organization, such as a company or a club, is called a(n)___________________. 
2. What heading information is included in a memo?  

3. What side margins should you use for a memo?

4. Line spacing can be changed using the ____________command on the Format menu.  Line spacing can also be changed using the Line Spacing button on the ________________ toolbar.

5. Word sets a left tab every _____________ from the left margin by default.  

6. Click the ___________ button on the Standard toolbar to reverse a change in formatting.

7. To insert the current date in a document, select ________________ from the Insert menu.

8. The name of a book is often emphasized by using ___________ format.

9. The ___________ command deletes selected text or objects, such as pictures, from a document.

10. The ________________ command places cut or copied text or objects in a document at the cursor location.

11. A letter written by an individual to a business or organization is called a(n) _________________ ________. 

12. _________________________ is good quality paper that has company information printed on it.

13. How should the paragraphs of a letter be spaced?  In block letter style, where do all lines begin?

14. In open punctuation style, what punctuation is placed after the salutation?  after the closing?
15. Word checks spelling and grammar automatically as you key. ____________________________ show possible spelling errors.  __________________________ show possible grammatical errors.
16. To create and print envelopes for letters, use Word’s ________________________ feature.

17. Describe the address style the U.S. Postal Service recommends using for the delivery address on an envelope. 

18. A(n) ____________________ is a machine that prints postage in the amount needed onto an envelope or a label.

19. A(n) ____________ is a vertical list of data in a table. A(n) ____________ is a horizontal list of data in a table.  A(n) ____________ is one block of data in a table.

20. Describe how to adjust column widths in a table using the mouse or a digital pen.

21. Cells in a table can be ___________ (joined) or _____________ (divided) to better fit your data.
22. A short report with the pages fastened together in the upper left corner with a staple or paper clip is called a(n) ________________________.

23. A(n) _______________________or section at the end of the report gives complete information for each reference used in the report.
24. When should you use a numbered list rather than a bulleted list in a report?
25. Microsoft Office provides a collection of images called _____________ that you can use in documents.  

26. Explain how to change the size of an image in a document using the mouse.

27. Vocabulary Reinforcement

Instructions:  Enter the number of each term at the left beside its definition at the right.

( Self Check: Check your answers by comparing them with the correct answers on wall by the Academic Friday Board

1. AutoFit

2. Change Case command

3. character format

4. Click and Type

5. confidential

6. font style

7. graphic

8. Hanging command

9. header

10. justified text

11. letter

12. margin

13. report

14. shading

15. Show/Hide command

16. tab stop

17. table

18. textual citation

	
	An image such as a photo, a drawing, or a chart 

	
	Aligns text at the left, right, center, or decimal point 

	
	Displays nonprinting characters on the screen

	
	Adjusts column widths to the length of the data in the columns

	
	Blank space between the edge of the paper and the printed text

	
	Colored background that can be added to cells

	
	Command that changes the normal appearance of text

	
	Determines the look or artistic style of the letters.

	
	Document that shows data arranged in a grid of columns and rows

	
	Ends evenly at both left and right margins

	
	Feature that automatically applies paragraph formatting using the position of the insertion point

	
	Gives credit for quoted or paraphrased material in a report

	
	Information placed at the top of each page in a document 

	
	Private or secret

	
	Sets the first line of a paragraph to begin at the left margin and all other lines to be indented

	
	Allows you to format selected text for small or capital letters

	
	Document that provides information on a certain topic

	
	Formal type of correspondences, usually sent outside the company
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