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Test Bank Answer Key 
Overview Chapter 1: Introducing Microsoft Office and Using Common Features 
 

 Answer Heading or DYS 
1 A-2, B-3, C-1 Which Microsoft Office Should I Use? 
2 C What Are the Microsoft Office Apps? 
3 C Which Microsoft Office Should I Use? 
4 D What Storage Does Microsoft Office Provide? 
5 B  Undo/Redo 
6 B Backstage View 
7 A  Finding, Searching, and Opening Files  
8 A-3, B-4, C-1, D-2 The Ribbon and The Quick Access Toolbar 
9 A Help 
10 C  Spelling & Grammar  
11 B  Thesaurus  
12 A Saving Files 
13 C  Backstage View 
14 A  Saving Files 
15 C The Office Clipboard (“Clipboard Features” table) 
16 B  The Office Clipboard  
17 A-4, B-2, C-1, D-3 The Office Clipboard (“Clipboard Features” table) 
18 B Formatting Text Using Font Group Settings  
19 A  The Mini Toolbar  
20 C Find and Replace 
21 B  Other Common Features  
22 A  Smart Lookup with the Insights Pane 
23 B Take a Screenshot 
24 A Take a Screenshot 
25 A DYS O1-D13, steps #11–13 
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