	A.
	AutoFit
	__G_
	1.
	An image such as a photo, a drawing, or a chart

	B.
	Change Case command
	___P_
	2.
	Aligns text at the left, right, center, or decimal point 

	C.
	character format
	__O__
	3.
	Displays nonprinting characters on the screen

	D.
	Click and Type 
	__A__
	4.
	Adjusts column widths to the length of the data in the columns

	E.
	confidential
	_L___
	5.
	Blank space between the edge of the paper and the printed text

	F.
	font style
	__N__
	6.
	Colored background that can be added to cells

	G.
	graphic
	_F___
	7.
	Command that changes the normal appearance of text

	H.
	Hanging command
	__C__
	8.
	Determines the look or artistic style of the letters.

	I.
	header
	__Q__
	9.
	Document that shows data arranged in a grid of columns and rows

	J.
	justified text
	__J__
	10.
	Ends evenly at both left and right margins

	K.
	letter
	__D__
	11.
	Feature that automatically applies paragraph formatting using the position of the insertion point

	L.
	margin
	_R___
	12.
	Gives credit for quoted or paraphrased material in a report

	M.
	report
	_I___
	13.
	Information placed at the top of each page in a document 

	N.
	shading
	_E___
	14.
	Private or secret

	O.
	Show/Hide command 
	__H__
	15.
	Sets the first line of a paragraph to begin at the left margin and all other lines to be indented

	P.
	tab stop
	_B___
	16.
	Allows you to format selected text for small or capital letters

	Q.
	table
	_M___
	17.
	Document that provides information on a certain topic

	R.
	textual citation
	_K___
	18.
	Formal type of correspondences, usually sent outside the company


