Chapter 6 Answer Key

Matching

___1.
The most commonly used text alignment, where text is aligned at the left margin, leaving the right margin uneven.

___2.
The alignment of text centered between the left and right margins.
___3.
Text that is aligned on both the left and right margins.
___4.
The distance between lines of text in a paragraph.

___5.
A small box with an upward- and downward-pointing arrows that let you move rapidly through a set of values.

___6.
A Word tool with which you can copy the formatting of specific text, or of a paragraph, to text in another location in the document.
___7.
A temporary storage area that holds text or graphics that have been cut or copied, and that can subsequently be placed in another location in the document or in another Office program.

___8.
The action of removing selected text from a document and moving it to the Office Clipboard.

___9.
A small button that displays beneath pasted text, and lets you determine how the information is pasted into your document.

___10.
Text symbols such as small circles or check marks used to introduce items in a list.
___11.
A Word feature that automatically corrects common typing and spelling errors as you type, such as changing teh to the.

___12.
The word processing name for a long dash in a sentence that marks a break in thought, similar to a comma but stronger.

___13.
In a report or research paper, references placed at the bottom of a report page containing the source of the reference.

___14.
A term used to describe a list of referenced works placed at the end of a research paper or report when using the MLA style.

___15.       An indent style in which the first line of a paragraph extends to the left of the 


         remaining lines; this indent style is commonly used for bibliographic entries.
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Fill in the Blank


1.
The space between the text and the top, bottom, left, and right edges of the paper is known as the​​​ ___________ 

2.
The placement of paragraph text relative to the left and right margins is known as the ___________

3.
When you paste text, the text is moved from the __________ __________ placed where the insertion point is positioned.


4.
The keyboard shortcut used to copy text is Ctrl + ___.


5.
When you drag text and then drop it in another location, the text is ________ from one place to another.


6.
When you click the Redo button, it reverses the action of the __________ button.


7.
To keep two words together as one unit, so that Word does not split them at the end of a line, insert a(n) ______ _________ space.


8.
To move the insertion point to the next line without pressing Enter and without creating a new paragraph, insert a manual ______ ________.

9.
A list of items with each item introduced by a consecutive number to indicate definite steps, a sequence of actions, or chronological order is a(n) ____________ list.


10.
In a report or research paper, a reference placed at the end of a report is called a(n) ___________.


11.
If you need to add ™ or ® or © to a document, display the ___________ dialog box.


12.
A set of formatting characteristics that can be applied to a paragraph with one shortcut command is known as a(n) ________.


13.
In the MLA report style, references placed in parentheses within the report text that includes the last name of the author or authors, and the page number in the referenced source, are called ____________  _______________.


14.
A list of information about a reference source, usually including the name of the author, the full title of the work, the year of publication, a Web address, and other publication information, is called a(n) ____________.


15.
The detailed information about a document that can help you identify or organize your files, including author name, title, and keywords, is called the Document _____________.
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