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WORD & UNIT2 CREATING AND EDITING A DOCUMENT

CONECEPTSREVIEW

Describe each of the parts of the
Spelling dialog box in Figure 2-18.
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FIGURE 2-18
Match each of the following terms with the 16 Which of the following statements about the selection bar is
statement that best describes its function. NOT true?
, : ] , a. You can select the entire document from the selection bar.
8 Selecting text and typing text in a. Deleting b l i P o
its place b. Clipboard . You can select part of a line from the selection bar.
i c. You can select a line from the selection bar.
9 Typing text between existing text ¢. Replacing

. d. You must always use the mouse to select text from the
d. Copying e iy
10 Removing text to the right or left selection bar.

ARG : e. Inserting
okt pelion ot f. Pasting 17 Which key do you press to remove text to the left of the inser-
11 Temporary holding area for text g Cutting tion point?
o be pasted a. [Backspace]
12 Duplicating text in multiple locations b. [Delete]
c. [Cut]
13 Removing text to be inserted in another location d. [Overtype]

14 Inserting the contents of the Clipboard I8 To place text on the Clipboard, you must first

Select the best answer from the list of choices. a. Click the Copy button
b. Click the Cut button

¢. Click the Paste button
d. Select the text

15 Which of the following methods is NOT a way to select text?
a. Clicking in the selection bar
b. Dragging across text
¢. Double-clicking a word with the left mouse button
d. Dragging text to the selection bar






