Chapter 7 Answer Key

Matching

___1.
A gallery of text styles with which you can create decorative effects, such as shadowed or mirrored text.

___2.
An object or graphic that can be moved independently of the surrounding text.
___3.
An object or graphic inserted in a document that acts like a character in a sentence.
___4.
Small squares or circles in the corners of a selected graphic with which you can resize the graphic proportionally.

___5.
A movable, resizable container for text or graphics.

___6.
A handle on a selected graphic that can be dragged to rotate the graphic to any angle.
___7.
The symbol that indicates the paragraph to which an object is attached.

___8.
Predefined drawing shapes, such as stars, banners, arrows, and callouts, included with Microsoft Office, and that can be inserted into documents.

___9.
Characters that form a solid, dotted, or dashed line that fills the space used by a tab character.

___10.
A character used to identify column placement in text; usually a tab or a comma.
___11.
A mark on the ruler that indicates the location where the insertion point will be placed when you press the Tab key.

___12.
The text select (I-beam) pointer with various attached shapes that indicate which formatting will be applied when you double-click—such as a left-aligned, centered, or right-aligned tab stop.

___13.
The rectangular box in a table formed by the intersection of a row and column.

___14.
Rows and columns of text or numbers used to organize data and present it effectively.

___15.       A command that applies one of a number of built-in table formats—resulting in a 


         table with a professional design.

A
Anchor

B
Cell

C
Click and type pointer

D
Corner sizing handle

E
Floating graphic

F
Inline object

G
Leader characters

H
Rotate handle

I
Separator character

J
Shapes

K
Tab stop

L
Table

M
Table Style

N
Text box

O
WordArt

Fill in the Blank


1.
A(n) ________ symbol indicates the paragraph to which an object is attached.


2.
When a graphic is selected, _______ ________ display around the edge of the graphic.


3.
To align text to the contours of an irregularly shaped graphic, choose ______ Text Wrapping.


4.
A banner is an example of a predefined _______ that can be inserted into a document.


5.
Tab stops are a form of paragraph formatting and are stored in the __________ mark.


6.
The tab alignment option that centers text around a tab stop is the _________ tab.

7.
A series of dots following a tab that serve to guide the reader’s eyes is known as a dot ________.

8.
To move text aligned with tabs, select the text and drag the ____ _______ on the ruler.


9.
To move from cell to cell across a table as you enter text, press _____.


10.
To create a table in Word, click the _______ button on the Insert tab.


11.
When you press Tab with the insertion point in the last cell in a table, a new _____ is added to the table.


12.
On the Table Tools Design tab, click the _________ button to add gray or color to a table cell.


13.
To set the alignment of a table on a page, display the Table tab of the ______ ___________ dialog box.


14.
A predefined set of table formatting characteristics, including font, alignment, and cell shading is called a Table ______.


15.
To combine two or more cells into one cell, use the _______ _______ button on the Layout tab.
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