Chapter 8 Answer Key

Matching

____1.
Laws that protect the rights of authors of original works, including text, art, photographs, and music.

____2.
The Microsoft Office feature that enables you to place up to 24 objects on the Office Clipboard, and then paste them as needed, and in any order.

____3.
A Microsoft Office program with which you can turn text into decorative graphics.

____4.
An artificial end to a column to balance columns or to provide space for the insertion of other objects.

____5.
A font effect, usually used in titles, that changes lowercase text into capital (uppercase) letters using a reduced font size.

____6.
A category of information stored in columns in a data table.

____7.
All of the fields containing information about one topic (a person or organization) and stored in a row in a data table.

____8.
A word feature that joins a main document and a data source to create customized letters or labels.

____9.
The document that contains the text or formatting that remains constant in a mail merge.

____10.
A list of variable information, such as names and addresses, that is merged with a main document to create customized form letters or labels.

____11.
Text that you click to go to another location in a document, another document, or a Web site; the text is a different color (usually blue) than the surrounding text, and commonly underlined.

____12.
A designer-quality graphic used to create visual representations of information.

____13.
The main points in a SmartArt graphic.

____14.
Software that enables you to use the Web and navigate from page to page and site to site.

____15.
A document that has been saved with a .mht extension so it can be viewed with a Web browser.
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Fill in the Blank

1.
You can store up to _____ items in the Office Clipboard.

2.
To remove the items in the Office Clipboard task pane, click the ______ _____ button.

3.
WordArt changes text into a decorative ________.

4.
Microsoft Publisher is a _________ _________ program.

5.
Use a(n) ________   ________ to change uneven columns into more equal lengths.
6.
To change one column of text into two columns, use the ________ button on the Page Layout tab.

7.
When you change from a one-column format to a two-column format, Word inserts a ________  _________.

8.
Magazines and newspapers use narrower columns of text because they are easier to _______ than text that stretches across a page.

9.
All of the information about a single person or business in a mail merge address file is known as a ________.

10.
The column headings in a mail merge data source are known as _________.

11.
In a SmartArt graphic, the main text points are the ____________ points.

12.
In a SmartArt graphic, the secondary points are the _________.

13.
Internet Explorer is an example of _________ software.

14.
To enable a user to click on text or a graphic to move to another file or a Web site, add a _____________ to the text or graphic.

15.
When you save a Word document as a Web page, the text that you type in the Set Page Title dialog box displays in the browser __________ bar.
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