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1. In Microsoft Word, what does the Compress Pictures command do? 

a. It removes the background from your pictures 

b. It makes a document’s pictures wider 

c. It reduces the overall file size 

d. None of the above 

 

2. True or False? In Word 2013, it is possible to create bar graphs, pie charts, and line graphs 

a. True 

b. False 

 

3. By default, Microsoft Word automatically saves a file every __________ minutes. 

a. ten 

b. two 

c. thirty 

d. sixty 

 

4. The essay in Diagram 1 should be typed in 12 point, Times New Roman font, double-spaced, with a first line 

indent. What’s wrong with the formatting, and how can it be fixed? 

a. The first line is not indented. It can be corrected by inserting the cursor before the first word of the 
paragraph and pressing the tab key. 

b. The paragraph is single-spaced. It can be corrected by highlighting the text, choosing the “line 
spacing” option under the Home tab, and choosing 2.0. 

c. The paragraph is single-spaced. It can be corrected by using the Page Setup option under the Layout tab. 

d. There is nothing wrong with the formatting. 

DIAGRAM 1 
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5. How can you increase the indent space at the beginning of a line? 

a. Press the Tab key 

b. Click the increase indent command 

c. Drag the indent marker 

d. All of the above 

 

6. What’s one reason to add a section break into a document? 

a. To be able to format text before the break and after the break differently 

b. A document without section breaks is not correctly formatted 

c. Section breaks create columns within the document 

d. A section break is required to create a table 

 

7. Which of the following orientations would work best with a very wide table? 

a. Portrait 

b. Letter 

c. Flyer 

d. Landscape 

 

8. Juan wants to convert text to a table. What is the first step Juan should take? 

a. Select the text 

b. Select Convert Text to Table 

c. Converting text to a table is not possible in Microsoft Word 

d. Click the Format tab 
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9. Which of these is an example of justified text? 

a.  

b.  

c.  

d.  

 

10. Charles is creating a document for work. Each time he opens Word, he wants to be able to find the file 

without having to browse for it. Which of the following options would you recommend to Charles? 

a. Save the file as a template 

b. Pin the file to his backstage view 

c. Publish the file on a website 

d. Email the file to himself every time he makes a change 

 

11. In order to move a picture freely around a document, which setting must be changed? 

a. Artistic Effects 

b. Picture Shape 

c. Text Wrapping 

d. Corrections 
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12. True or False: In a hyperlink, the address and display text must be the same. 

a. True 

b. False 

 

13. Which of the following can be used to remove text from a document? 

a. The delete key 

b. The backspace key 

c. Ctrl + X 

d. All of the above 
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SAFETY DISCLAIMER: 

M-SAMC educational resources are in no way meant to be a substitute for occupational safety and health 

standards. No guarantee is made to resource thoroughness, statutory or regulatory compliance, and related 

media may depict situations that are not in compliance with OSHA and other safety requirements. It is the 

responsibility of educators/employers and their students/employees, or anybody using our resources, to comply 

fully with all pertinent OSHA, and any other, rules and regulations in any jurisdiction in which they learn/work.  

M-SAMC will not be liable for any damages or other claims and demands arising out of the use of these 

educational resources.  By using these resources, the user releases the Multi-State Advanced Manufacturing 

Consortium and participating educational institutions and their respective Boards, individual trustees, 

employees, contractors, and sub-contractors from any liability for injuries resulting from the use of the 

educational resources. 

DOL DISCLAIMER: 
This product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training 

Administration. The product was created by the grantee and does not necessarily reflect the official position of 

the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any 

kind, express or implied, with respect to such information, including any information on linked sites and 

including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, 

continued availability, or ownership. 

RELEVANCY REMINDER: 
M-SAMC resources reflect a shared understanding of grant partners at the time of development. In keeping with 

our industry and college partner requirements, our products are continuously improved. Updated versions of 

our work can be found here:   http://www.msamc.org/resources.html. 
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