On-Line Quiz #5 

 Instructions: 

 Select the best answer. 

 Question 1 ( 1 points ) 

      Word processing is the ability to produce and/or modify text to create a -?-. 

          virus

          document

          spreadsheet

          program

 Question 2 ( 1 points ) 

      Spreadsheet cells are referenced by -?-. 

          column label

          row label

          labels defined by the user

          column letter AND row number

 Question 3 ( 1 points ) 

      A drop-down dialog box contains a list of options from which you can select at

      most one. 

          TRUE

          FALSE

 Question 4 ( 1 points ) 

      Word processing software is a computer application program that enables one to

      generate -?-. 

          an electronic copy of a document

          a paper copy of a document

          a handwritten copy of a document

          both an electronic and paper copy of a document

 Question 5 ( 1 points ) 

      "Word wrap" allows one to type text that continuously flows automatically to the

      next line without having to manually press the -?-. 

          END key

          ENTER key

          PAGE DOWN key

          DOWN ARROW key

 Question 6 ( 1 points ) 

      A -?- is a predefined style that provides preset formatting so one only has to input

      the text. 

          predetermined font

          document template

          table of contents

          Page Setup dialog box

 Question 7 ( 1 points ) 

      A document should be saved -?-. 

          prior to printing a document

          when one begins creating a document

          after one has edited a document

          after one has formatted a document

          all of the above

 Question 8 ( 1 points ) 

      A -?- is a worksheet that resembles a table and is used for organizing numbers

      and data. 

          word processing program

          spreadsheet

          database

          web authoring software

 Question 9 ( 1 points ) 

      Columns and rows are used -?- in a spreadsheet. 

          as a formatting feature

          for printing purposes

          to organize data and/or information

          for adding or inputting data

 Question 10 ( 1 points ) 

      When one changes values in a spreadsheet, formulas are automatically -?-. 

          removed

          copied to an adjacent cell

          recalculated

          copied to another spreadsheet

