KB HS ENVELOPES-CENTER-ADVANCE

1. The large-size business envelope is often referred to as a :

A. No. 12.

B. No. 10

C. No. 8-1/2

D. No. 6-3/4

2. The return address on the envelope should always be keyed:

A. On line 7

B. In the upper left hand corner of the envelope.

C. In the upper right hand corner of the envelope.

D. On line 12.

3. The two styles of addressing envelopes are called:

A. Traditional and OCR.

B. Mailable and business.

C. Personal and business.

D. Traditional and business.

4. The OCR style of addressing envelopes is characterized by the use of:

A. Upper and lowercase letters.

B. Initial caps and bold type.

C. Italicized type.

D. All capital letters without punctuation.

5. Text that is centered horizontally has the same number of:

A. .Top and bottom margins.

B. Spacing to the right and left of center.

C. Lines per inch.

D. Lines on each side.

6. When creating an invitation or announcement, a helpful software feature for editing the soft copy is:

A. Print preview.

B. Thesaurus 

C. Word wrap

D. Copy and paste.

7. Vertical centering has:

A. Equal side margins.

B. Equal top and bottom margins.

C. Unequal side margins.

D. Unequal top and bottom margins.

8. An announcement should NOT:

A. Be centered vertically.

B. Be centered horizontally.

C. Use the same font throughout.

D. Be blocked.

9. Horizontal centering has:

A. Equal side margins.

B. Equal top and bottom margins.

C. Unequal side margins.

D. Unequal top and bottom margins.

10. The most efficient method to horizontally center a line of text is to use the:

A. Automatic centering feature of your software.

B. Tab key and space bar

C. Divide the length of the line by two and space over that number of times from the left margin.

D. Divide the length of the line by two and space over that number of times from the right margin.

11. How many lines are on a full sheet of typing paper?

A. 33

B. 54

C. 66

D. 72

12. How many lines are in one vertical inch on typing paper?

A. 3

B. 5

C. 6

D. 7

13. The word processing feature used to center announcements or invitations across the paper is:

A. Vertical line centering.

B. Automatic centering.

C. Backspace method.

D. Guideline method.

14. Horizontal centering may be calculated by:

A. Backspace method only.

B. Backspace method and automatic centering.

C. Backspace method and mathematical method.

D. Backspace method, mathematical method, and automatic centering.

15. When folding a letter, begin by folding:

A. The bottom one-fourth of the letter up.

B. The bottom third of the letter up.

C. The letter in half.

D. The top third of the letter down.

16. Which of the following would appear on an envelope as well as a letter?

A. Attention line

B. Copy notation

C. Reference initials

D. Subject line

17. When using the correct letter folding method for a large (No. 10) envelope, how many times do you actually fold the paper?

A. 1

B. 2

C. 3

D. 4

18. Font styles include all of the following EXCEPT:

A. Courier.

B. Times New Roman.

C. San Francisco Examiner.

D. Helvetica

19. Monospaced (or fixed-pitch) fonts:

A. Require half as much space as other fonts.

B. Use the same amount of horizontal space for each character.

C. Vary the amount of horizontal space used by different characters.

D. Require twice as much space as other fonts.

20. As point size gets larger, the size of the type:

A. Get smaller

B. Gets larger.

C. Does not change.

D. Disappears.

21. The typeface point size measures which part of a character:

A. Depth.

B. Height.

C. Volume.

D. Width

22. The normal shape of a font can be changed by changing:

A. Font style.

B. Font size.

C. Graphics.

D. Spacing.

23. At type style that is heavy and a darker version of a typeface is called:

A. Boldface.

B. Italics.

C. Normal Text

D. Superscript.

24. A type style that prints text with a forward slant and is commonly used to enhance text is called:

A. Bold

B. Italics.

C. Normal Text.

D. Underline.

25. Visual additions to attract attention to text are called:

A. Additions.

B. Enhancements.

C. Visions.

D. Witchery.

26. Texts in documents is best enhanced by using all of the following EXCEPT:

A. Various font styles.

B. Various font styles.

C. Triple spacing.

D. Boldface type and italics.

27. Text sizes for monospaced fonts ate stated in:

A. Characters per inch (cpi).

B. Fractions.

C. Points.

D. Words.

28. Main headings are often keyed in all caps, centered, and enhanced with the following feature:

A. Underlining.

B. Superscript.

C. Bold.

D. Subscript.

29. Which defined the basic shapes of all characters in a text?

A. Fonts

B. Points

C. Scales

D. Sizes

30. Proportionally spaced (or variable-pitch) fonts:

A. Require half as much space as other fonts.

B. Use the same amount of horizontal space for each character.

C. Vary the amount of horizontal space use by different characters.

D. Require twice as much space as other fonts.

31. As the cpi number gets larger, the size of the type:

A. Gets smaller.

B. Gets larger,

C. Does not change.

D. Disappears.

32. A text enhancement which emphasizes book titles and underscores text is:

A. Boldface.

B. Italics.

C. Normal text.

D. Underline.

33. A text enhancement which is sometimes used as a substitute for italics is:

A. Boldface.

B. Italics substitute.

C. Normal text.

D. Underline.

34. Text sizes for porportionally spaced fonts are stated in:

A. Characters per inch (cpi).

B. Fractions.

C. Points.

D. Words.

35. To  attract attention to a special text by using visual additions is called:

A. Enhancements.

B. Enlargements.

C. Fonts.

D. Points.

36. Text sizes are usually stated in:

A. Fonts.

B. Picas.

C. Points.

D. Scales.

37. Revising or changing text which has been keyed is :

A. Editing.

B. Formatting.

C. Locating.

D. Printing.

38. Protection that prevents leaving the FIRST LINE of a paragraph on the BOTTOM LINE of a page is called:

A. Bottom line protection

B. Dangling line protection

C. Orphan protection

D. Widow protection

39. The feature of word processing which allows the user to key without having to worry about entering or returning to get to the next line is:

A. Highlighting.

B. Scrolling.

C. Text take-around.

D. Word wrap.

40. This feature can be used instead of manually going through a document line by line to locate every instance of a misspelling to replace it with the correct spelling.

A. Formatting and spacing

B. Move and copy

C. Pagination and indentation

D. Search and replace

41. When editing a letter, global search and replace could be used to:

A. Add a new paragraph at the end of the document.

B. Find all like names.

C. Number the pages consecutively.

D. Set 2 inch side margins.

42. Which editing feature would best be used to change “ Mr. Johnson” to “Mr. Johnstone” throughout an entire document?

A. Cut and paste

B. Copy and paste

C. Global search and replace

D. Thesaurus

43. The word processing feature which changes the intensity or clocks a selected group of characters on the monitor is:

A. Control

B. Highlight or block

C. Insert

D. Move

44. In word processing, the feature that deletes text and transfers it to another location is:

A. Copy

B. Move 

C. Select

D. Transfer

45. Which editing feature would be used to find words having the same meaning as “home”?

A. Content check

B. Grammar check

C. Spell check

D. Thesaurus

46. Computer editing features include all of the following EXCEPT:

A. Content check.

B. Grammar check.

C. Spell check.

D. Thesaurus

47. This feature allows the use to duplicate text to another location within the same file or from one file to another.

A. Copy

B. Highlight

C. Move

D. Reset

48. The last line of a paragraph left standing by itself at the top of a page is called a widow line.  This can be avoided by manually inserting:

A. Formulas.

B. Margins.

C. Page breaks.

D. Page numbers.

49. The word processing feature which rolls a page of text up, down, or side to side is:

A. Highlight.

B. Page Down.

C. Page Up.

D. Scrolling.

50. The following sentence was incorrectly keyed: “I went two the movies.”  Which feature would best to use for finding this type of error?

A. Cut and Paste.

B. Grammar check.

C. Spell check.

D. Thesaurus.

51. An aid that highlights misspelled word when editing documents is a: 

A. Grammar check.

B. Highlighter.

C. Spell Check.

D. Word Processor 

52. Which features help the user change the location of text within a document?

A. Insert and delete.

B. Move and copy.

C. Search and replace

D. Word and wrap

53. This editing feature provides synonyms for common words. 

A. Gender check

B. Grammar check

C. Spell check 

D. Thesaurus

54. Which editing feature would best be used to duplicate a table already keyed on page 1 of a report to the third page of the report?

A. Cut and paste

B. Copy and paste 

C. Global Search and replace 

D. Thesaurus

55. Which editing feature would best be used to check to see if you used the correct verb tense when you keyed “Most of the teachers knows the results?”

A. Content check

B. Grammar check

C. Spell check

D. Thesaurus

56. Which editing feature would be best to use to change the date on last year’s membership letters from September 4, 1998, to September 6, 1998?

A. Cut and paste

B. Copy and paste 

C. Global search and replace

D. Thesaurus

57. The feature of word processing which enables the user to select a certain word or phrase and change it to another word or phrase is:

A. Block and cut.

B. Edit and replace.

C. Search and destroy.

D. Search and replace.

58. Which editing feature would best be used to move a sentence from paragraph two to paragraph one in a letter?

A. Gender check

B. Grammar check

C. Spell check

D. Thesaurus 

59. Which software can be used to check for grammar, writing style, and sentence structure errors?

A. Gender check 

B. Grammar check

C. Spell check

D. Thesaurus

60. Which of the following would NOT be a good reason to use the search command in word processing?

A. To find out if a certain word was capitalized 

B. To see if you double spaced the document

C. To be sure you don’t use a particular word or phrase too often

D. To read a certain topic instead of the whole document

61. A feature incorporated in many software packages to help the user locate errors in a spelling is called:

A. Edit 

B. Global search

C. Spell check

D. Thesaurus

