Questions and Answers
Office 2007 All-In-One Desk Reference for Dummies
1.
How do you open an Office program?

a.
Click the program’s name on the Start menu.

b.
Double-click the program’s shortcut icon on the Windows desktop.
c.
Click the program’s shortcut icon on the Quick Launch toolbar.
d.
All of the above.

2.
How do you see all the items you copied to the Clipboard on the Clipboard task pane?
a.
Press Ctrl+C.

b.
Go to the Home tab and click the Clipboard group button.

c.
Go to the Insert tab and click the Clipboard group button.

d.
Right-click and choose Paste on the shortcut menu.

3.
How do you enlarge or shrink your work on-screen?
a.
Drag the Zoom slider.
b.
Click the Zoom button in the View tab and make a selection in the Zoom dialog box.
c.
Hold down the Ctrl key and spin the mouse wheel.

d.
All of the above.
4.
How do you translate text into a foreign language?
a.
Open the Research task pane and choose Translation.

b.
In Word, display a Translation ScreenTip.
c.
Click the Translate button on the Review tab.

d.
All of the above.
5.
How do you make columns the same width in tables?
a.
Click the Distribute Columns button on the Layout tab.
b.
Click the Distribute Rows button on the Layout tab.
c.
Click the AutoFit Contents button on the Layout tab.
d.
Merge the columns.
6.
To create a chart in Word or PowerPoint, you need which other Office program?
a.
Excel
b.
MS Graph
c.
Access
d.
Outlook
7.
As you draw a shape, hold down the ____________ key if you want the shape to retain its symmetry — for example, if you want an oval to appear as a circle.

a.
Ctrl

b.
Shift

c.
Alt

d.
F3

8.
In Word, press ____________ to move the cursor to the start of a document.

a.
Ctrl+End

b.
Home

c.
Ctrl+Home

d.
Ctrl+Page Up

9.
Press ____________ to quickly double-space text in Word.
a.
Shift+F3
b.
Ctrl+5
c.
Ctrl+1
d.
Ctrl+2
10.
How do you apply a paragraph style in Word?

a.
On the Home tab, choose a style in the Quick Styles gallery.

b.
On the Home tab, click the Styles group button to open the Styles window, and select a style.

c.
Choose a style on the Apply Styles task pane.

d.
All of the above.
11.
Go to the ____________ tab in Word to read, edit, and delete comments.
a.
Comments
b.
Review
c.
Format
d.
Insert
12.
What is a blind carbon copy of an e-mail message?

a.
A copy of a message

b.
A copy of a message sent to a third party without the main recipient’s knowledge

c.
A copy of a message sent to the Archive folder

d.
A copy of a message sent to the Sent Items folder

13.
How do you create a duplicate of a slide in PowerPoint?

a.
Press Ctrl+M.
b.
On the Home tab, open the drop-down list on the New Slide button and choose Duplicate Selected Slides.

c.
Right-click between two slides and choose New Slide.

d.
All of the above.

14.
How do you select a theme in PowerPoint?

a.
On the Home tab, click the New Slide button.
b.
On the Design tab, click the Theme Effects button.

c.
On the Design tab, choose one from the Themes gallery.
d.
On the Home tab, click the Layout button.

15.
What is an Excel file called?

a.
A workbook

b.
A spreadsheet

c.
A worksheet

d.
A datasheet

16.
In Excel, every formula must begin with what symbol?

a.
=

b.
[

c.
:

d.
None of the above

17.
In Access, what is the primary key field in a database table?

a.
The first field
b.
The field where unique, one-of-a-kind data is stored
c.
The field where last names are stored
d.
The field where social security numbers are stored
18.
In an Access form, how do you move from field to field?

a.
Click in the next field.

b.
Press the Tab key.

c.
Press the Enter key.

d.
All of the above.

19.
What does “text wrapping” in Publisher mean?

a.
To flow text around an object or frame

b.
To place a border around the text

c.
To run text into columns

d.
To place text inside a table

20.
How do you change the background color of a page in Publisher?
a.
Open the drop-down list on the Line Color button and choose a color.

b.
Open the drop-down list on the Fill Color button and select a color.

c.
Choose Format(Background.
d.
Choose Format(Format Publication.

21.
How do you add buttons to the Quick Access toolbar?

a.
Right-click a button on the toolbar and choose Add to Quick Access Toolbar.

b.
Click the Customize Quick Access Toolbar button and choose a button on the drop-down list.

c.
Right-click a tab and choose Customize Quick Access Toolbar.

d.
All of the above.

22.
How do you insert a graphic in a file?

a.
Click the Recolor button on the (Picture Tools) Format tab.

b.
Click the Clip Art button on the Insert tab.

c.
Click the Picture button on the Insert tab.
d.
Click the Scanner button on the Insert tab.

23.
How do you write a note in OneNote?

a.
Click the New button and choose Note.

b.
Choose View(My Pens Toolbar.
c.
Just click on-screen and start typing.

d.
Press Windows key+N.

24.
How do you embed an Excel worksheet in PowerPoint or Word?

a.
Click the Table button and choose Excel Spreadsheet.

b.
Click the Object button and choose Excel.

c.
Press Ctrl+V.

d.
All of the above.
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