Theory Test 1

Microsoft Word
Answer each of the following. 

1) What is a table? A table is a grid made up of rows and columns of cells that you can fill with text and graphics.

2) What is a cell? The box formed by the intersection of a table row and table column.

3) What is a border? A line that can be added above, below, or to the sides of a paragraph, text or a table cell; a line that divides the columns and rows of tables. 

4) What are some uses for a table? Some uses for a table are keeping information organized and neat, lining everything up, help for graphing data, makes it easier to view lists, and makes it easier to compare.

5) Explain how to insert and delete rows and columns in a table. When you want to create a new row or column, the simple way is to just hit tab, or you can, or you can hit the insert above or below, etc button located in the rows and columns group. To delete hit the delete button in the rows and columns group.

6) What is sorting? Sorting is when the rows are organized in alphabetical or sequential order based on the data in one or more columns. 

7) What are graphics? Graphics are images you can insert into a document. They can be clip art, photos taken from a digital camera, photos scanned, etc. 

8) What is sizing and scaling of a graphic? Sizing and scaling a graphic means to change its shape or size, you can do so by using the mouse to drag a sizing handle, or to put precise measurements using the text boxes in the size dialogue box.

9) What is a text box? A text box is a container that you can fill with text and graphics. 

10) What can it be used? A text box can be used for, inserting text or graphic wherever needed and add special effects such as text wrapping.

11) What is WordArt? Word Art is a drawing object that contains text formatted with special shapes, patterns, and orientations. 

12) What is a theme? A theme is a set of unified design elements, including theme colors, theme fonts for body text and headings, and theme effects for graphics. 

13) What is a style? A style is a set of format settings, such as font, font size, font color, paragraph spacing, and alignment that are named and stored together. 

14) What are Quick Style sets and there uses? Quick style sets are groups of related styles that share common fonts, colors, and formats, and are designed to be used together in a document. There uses are, to give your document a polished and cohesive look, make your document emphasize its meaning, and look more professional. 

15) What are building blocks? Building blocks are reusable pieces or formatted content or document parts that are stored in galleries, including header and footers, cover pages, and text boxes. 

16) What is a Quick Part? Quick parts are a feature that makes it easy to insert pieces of content into a document. Including, date or page number or document properties. 

17) What is a mail merge? A mail merge is when you merge a standard Word document with a file that contains customized information for many individuals or items. 

18) What is the main document, data source, and merged document?  A standard document is called a main document. Data source is the file with the unique data for individual people or items. A Merged document is to merge a main document that contains standard text with a file that contains customized information for many individual items to create customized versions of a main document. 

19) What is a merge field?  A merge field is a placeholder that you insert in the main document to indicate where the data from each record should be inserted when you perform the merge. 

20) What is sorting and filtering?  Sorting is what determines the order that the records are merged. Filtering is what pulls out the records that meet specific criteria and includes only those records in the merge. 

