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Overview Chapter 1
Introducing Microsoft Office and Using Common Features
Name:	_______________________________________________________
Class:	_______________________________________________________
Date:	_______________________________________________________
Describe Similarities and Differences Between Office 2019 for the Desktop, Office 365, and Office Online
1. [bookmark: _Hlk3294079]Match each Office version to its description.
	OFFICE TYPES
	
	DESCRIPTIONS

	A. Office Online
B. Office 2019
C. Office 365
	_____
_____
_____
	1. Requires a monthly or annual subscription
2. Free version but requires a Microsoft account 
3. Must pay for future major upgrades 


2. Matthew’s manager asked him to discuss his process-improvement ideas at the next team meeting. What Office application can Matthew use to create visuals that help ensure everyone understands his ideas? 
A. Word
B. OneNote
C. PowerPoint
D. Excel
E. Access
3. How is Office 2019 different from Office 365? 
A. Office 2019 is a software suite; Office 365 is cloud storage.
B. Office 2019 is free online versions of the apps with limited features; Office 365 is purchased and installed on the computer, and it includes full features.
C. Office 2019 is purchased once, installed on the computer, and does not change; Office 365 is an online subscription to the software that can change at any time.
D. Office 2019 is mainly for the workplace; Office 365 is for personal use.
Identify Uses of Cloud Storage
4. Which statement about OneDrive is false?
A. OneDrive is used for both storing and sharing files.
B. Files saved in OneDrive are available from anywhere you have an Internet connection or WiFi access.
C. You can use OneDrive as a way of backing up files on your hard drive.
D. You can create new documents from within OneDrive.
Identify Parts of the Office User Interface
5. What action CANNOT be undone?
A. Inserting a picture
B. Saving a file
C. Deleting text
D. Inserting text
6. [bookmark: _Hlk3294180]Jeremy was revising his term paper when a power outage shut down his computer. Once power is restored, can he retrieve the document with the revisions?
A. No, he’ll have to open his original document and redo the revisions.
B. Yes, he can use Backstage view to recover unsaved files.
C. Yes, he can open the file and click Redo to bring back his revisions.
D. Yes, but he’ll have to contact his system administrator for access to recovered files.
7. Joshua can’t remember where he saved his file. What tool can he use to search for it?
A. File Explorer
B. Email
C. Assistant
D. OneDrive
E. File
8. Identify the parts of the Office user interface.
	ELEMENTS
	
	DESCRIPTIONS

	A. Command buttons
B. Work area
C. Tabs
D. Quick Access toolbar
	_____
_____
_____

_____
	1. Organized collections of commands on the Ribbon, such as Home, Insert, and Review
2. At the top-left corner of the window; holds common commands
3. Used to execute tasks, such as Save, Bold, and Cut
4. Where your text and other content appears


Use the Spelling Checker and Other Review Features
9. What feature provides information about a button without you having to enter any search text? 
A. Tell Me More
B. Tell Me What You Want to Do
C. Help
D. Office Assistant
10. What color squiggly line indicates that the entered word is likely misspelled?
A. Green
B. Blue
C. Red
D. Purple
11. As Yolanda proofreads her business proposal, she realizes she’s used the same word over and over. What tool can she use to search for alternative words?
A. Dictionary
B. Thesaurus
C. Backstage view
D. Spelling & Grammar
Identify Office Features Available Through Backstage View
12. How often should the autosave interval be set to save your work?
A. As often as you can afford to lose your work
B. Every 10 minutes
C. Every minute
D. You cannot change the default autosave interval.
13. What can you NOT do in Backstage view?
A. Save a file with a new name or to a new location
B. Print a file to paper or PDF
C. Format a file with new font styles and colors
D. Share a file on OneDrive
14. What box displays the first time you save a file?
A. Save As
B. Save
C. Export
D. Open
Use the Office Clipboard
15. Casey wants to copy portions of an old file into her new file but doesn’t want any of the old formatting to be carried over. Which paste feature should she use?
A. Paste Formats
B. Merge Formatting
C. Keep Text Only
D. Keep Source Formatting
16. When data is cut, the selection is removed from the _____ location and pasted in the _____ location.
A. root; branch 
B. source; target
C. branch; root
D. target; source


17. Match each Clipboard group option with its function.
	CLIPBOARD OPTIONS
	
	FUNCTIONS

	A. Cut
B. Paste
C. Copy
D. Format Painter
	_____
_____
_____
_____
	1. Duplicates the selection in the target location
2. Inserts the most recent item on the Clipboard
3. Copies the character and paragraph formatting
4. Removes the selection from the source 


Format Text in Office Applications
18. Christopher’s document contains many headings and he made a bunch of formatting changes to the first. What’s the most efficient way to apply those changes to the other headings?
A. Double-click the Format Painter and then select each heading to apply the changes.
B. Select the revised heading, double-click the Format Painter, and then apply to the other headings.
C. Select the revised heading, click the Format Painter, and then apply to the other headings.
D. Click the Format Painter, select each heading, and then use the Mini toolbar to apply the changes.

19. How can you prompt the Mini toolbar to appear?
A. Right-click the text.
B. Click the dialog box launcher.
C. Customize the Quick Access toolbar.
D. Click the Tell Me More link.
20. What can you search for with the Find command?
A. Single words 
B. Characters, symbols, numbers, and tables 
C. Symbols, numbers, words, phrases, characters, and formats
D. Symbols, numbers, words, phrases, and characters
Search for Help Within Office Applications
21. What is the Tell Me More feature?
A. [bookmark: _Hlk3294940]An area that provides word pronunciations, definitions and forms, and more
B. A help feature that shows more information about certain buttons
C. Another name for the Smart Lookup feature
D. When clicked, it opens a dialog box with additional commands.
22. What is the Insights pane?
A. An area that provides word pronunciations, definitions and forms, and more.
B. A help feature that shows more information about certain buttons.
C. Another name for the Smart Lookup feature.
D. When clicked, it opens a dialog box with additional commands.
Capture a Screen in an Office Application
23. What can you capture with the Take a Screenshot tool?
A. The full screen only
B. Any portion of the screen
C. The work area
D. Any portion of the screen, except dialog boxes
24. Stef takes a screenshot of the title slide of her PowerPoint presentation and then opens Word. Where does the thumbnail of the screenshot appear?
A. Available Windows gallery
B. Styles gallery
C. Design gallery
D. Layout > Arrange
25. When you insert a screenshot, it appears at the:
A. location of the insertion point
B. top of the document
C. bottom of the document
D. end of the selected paragraph
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