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1. If you build an outline in Word and want to import it into PowerPoint, you have to use specific _____ styles in your Word outline.

 FORMCHECKBOX 

A.
text

 FORMCHECKBOX 

B.
indent

 FORMCHECKBOX 
(
C.
heading

 FORMCHECKBOX 

D.
font

2. You have copied Access data relating to the varying overhead costs of a business over a 12-month period and have inserted it into an Excel worksheet. Now you want to make a chart: What kind?

 FORMCHECKBOX 

A.
Pie

 FORMCHECKBOX 
(
B.
Line

 FORMCHECKBOX 

C.
Bar

 FORMCHECKBOX 

D.
Column

3. People who multitask excel at juggling several tasks at once, as opposed to those who work from task to task in a linear fashion.
 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

4. When you type a rather long document in Word and then email it to several people, you would normally send the document as an attachment.
 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

5. When you send an email via Outlook with an attached Word document, and one of the recipients sends a return email with some revisions included in the text of the email, you cannot copy that text and paste it into your original Word document.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
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