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COIICEPTSREVIEW
label each of the elements of the Word
application window in Figure 1-12.
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FIGURE 1-12

Match each of the following terms with the
statement that best describes its function.

Select the best answer from the list of choices.

8 Toolbar a. Displays area in which you
enter text

b. Identifies location of insertion

point, command status, button

descriptions

c. Contains buttons for easy access
to commands

d. Displays shortcut menus

e. Displays tab settings, paragraph

and document margins, and
column width

13 Word processing is similar to

a. Performing financial analysis

b. Filling in forms

c. 'JYping

d. Forecasting mortgage payments

14 To display another part of a document, you

a. Click in the Moving toolbar

b. Scroll with a scroll bar

co Drag the ruler

d. Select the control menu box

9 Document window

10 Ruler

II Statusbar

11 Rightmousebutton




