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Quiz Part 1: Multiple Choice
Circle the LETTER of the correct answer.  
<= 40 / 40=> 

1. What is the correct spacing within a multiple-line column heading in a table?
	A
	Double    
	C
	Single

	B
	Quadruple 
	D
	Triple


2. What kind of spacing follows the column headings of a table?

	A
	Quadruple
	C
	Triple

	B
	Single
	D
	Double


3. A subtitle in a table should be keyed in:

	A
	All caps
	C
	Initial caps (major words begin with a cap)

	B
	Initial caps and underlined.
	D
	All caps and underlined.


4. The column heading in a table should be keyed in:

	A
	Initial caps and underlined.
	C
	All caps

	B
	Initial caps(major words begin with a cap).
	D
	All caps and underlined.


5. Column headings and data that begin at a left tab stop in a table are:

	A
	Right aligned.
	C
	Blocked.

	B
	Right justified.
	D
	Centered.


6. Column headings are recommended for use in tables because they provide:

	A
	The sub title of the table
	C
	A title for the table.

	B
	The date of the table.
	D
	A description of the table body.


7. The appropriate tab settings to use for formatting tables and setting tabs are:

	A
	Left tabs for all columns.
	C
	Center tabs for all columns.

	B
	Dependent upon the column data.
	D
	Right tabs for all columns.


8. When formatting a multiple-line column heading:

	A
	Align the last lines of each column heading on the same line.
	C
	Align the first lines of each column heading on the same line.

	B
	Center all column headings vertically
	D
	Center all column headings horizontally.


9. What kind of heading helps to identify the data in the body of a table?

	A
	Column
	C
	Section

	B
	Main
	D
	Secondary


10. What is the correct spacing between the subtitle and column heading?

	A
	Triple
	C
	Single

	B
	Quadruple
	D
	Double


Correct!
Your score is 97%.

 OK  

Quiz Part 2: Performance
DIRECTIONS:
Open a blank Microsoft Word file using your template.  Put your name in the Header.
Create a simple table based on the following criteria:
Make it 2 columns and 7 rows.  

The Columnar Headings should read:  Region, Annual Sales
The Main Heading should read:   COMP-USA
The Subheading should read:  Annual Sales by Region  
Make sure you use correct formatting and spacing.  Remember to merge cells if necessary.   

Use Arial font, 12 point.  DO NOT USE ANY COLOR. 
Scale the size of your table to be approximately four inches wide.  

Center the table horizontally. DO NOT ALLOW ANY ORPHAN ROWS!  (Entire table on one page)
Type in the following data in the correct order:  Northeast, South, Midwest, West
Annual Sales:  35,000,000; 147,000,000; 8,000,000; 43,000,000
