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Lesson 9
Creating a Simple Report
Name: 		
Class: 		
Date: 		
Using Paragraph Formatting
Which option is involved in paragraph formatting?
|_|	A.	Paragraph alignment
|_|	B.	Line spacing
|_|	C.	Paragraph spacing
|_|	D.	All of the above
In Word, every time you press the _____ key, you create a paragraph.
|_|	A.	Backspace
|_|	B.	Enter
|_|	C.	Ctrl
|_|	D.	Insert
Which is not a type of paragraph alignment?
|_|	A.	Double-spaced
|_|	B.	Justify
|_|	C.	Center
|_|	D.	Left
What is this? [image: ButtonLineSpacing]
|_|	A.	Paragraph button
|_|	B.	Center button
|_|	C.	Line Spacing button
|_|	D.	Tab Stop button
To select a paragraph, you have to highlight the whole thing.
|_|	True
|_|	False
Indenting Text
What does the top part of the left indent marker do? [image: IndentMarkerLeft]
|_|	A.	Indents the entire paragraph a specified distance from the left margin
|_|	B.	Indents only the first line of the paragraph a specified distance from the left margin
|_|	C.	Changes the paragraph indents in the entire document
|_|	D.	Creates a hanging indent
Indenting text offsets text from the _____.
|_|	A.	bottom
|_|	B.	top
|_|	C.	margins
|_|	D.	tabs
Using Custom Tab Stops
You can use the ruler to set tabs; you can also use the Tabs dialog box by clicking on the Dialog Box launcher in the Paragraph group of the _____ tab.
|_|	A.	Page
|_|	B.	Menu
|_|	C.	Insert
|_|	D.	Home
Word’s default tab stops are ¼ inch.
|_|	True
|_|	False
Word provides four custom tab stops: left, center, right, and decimal.
|_|	True
|_|	False
Setting Line Breaks
If you are in the middle of creating a numbered list, hit the _____ key to start a new line with a new number. If you want to start a new paragraph in the list but don’t want to number it, use the _____ keystroke combination.
|_|	A.	Shift + Enter; Enter
|_|	B.	Enter; Shift + Enter
|_|	C.	Enter; Ctrl + Enter
|_|	D.	Enter; Shift
A point is a typographic unit of measure; 72 points = 1 inch.
|_|	True
|_|	False
Using Borders and Shading
You use the [image: ] button to do which of the following?
|_|	A.	Paste text in a specified area.
|_|	B.	Apply borders to an area.
|_|	C.	Add shading to an area.
|_|	D.	None of the above
You can put borders around paragraphs, selected areas of text, and even entire pages.
|_|	True
|_|	False
Setting Page Numbering
Where can you insert a page number?
|_|	A.	Top-right corner of a document
|_|	B.	Bottom-left corner of a document
|_|	C.	Bottom-right corner of a document
|_|	D.	All of the above
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