COMPUTER MS WORD TEST-PART-2

Minimum Passing Marks = 45

STUDENT NAME *

VIVA

51. What does Ctrl + Ado ? *

Ctrl + AR HIAT© ?

® A) Selectall
B) Save
C) Align text

D) Print

52. Shortcut to open Save As dialog: *

'Save As' SIANT WIa & Yicdhe:

® AF12
B) Ctrl + S
C) Ctrl + Shift + S

D) Alt+S

1 point

1 point



53. To find text, use: b 1 point

TR G & T, 3BT SUTNT By

@® Actil+F

B) Ctrl + P
C)Ctrl+G

D) Ctrl + A

54. To replace text: * 1 point

CRE el o T

A) Ctrl +R
@® B)Ctrl+H
C)Ctrl+F

D) Ctrl + W

55. To close a document, use * 1 point

fendfl STergHc 1 §ig B3 & oIy, ST

@® A)Ctrl+F4
B) Alt + F4
C) Ctrl + X

D) Ctrl + W



56. Which tab contains Macros ? * 1 point

56. Macros W%ﬂﬁ%ﬁ%’?

A) Insert
® B) View
C) File

D) Layout

57. Which option is used to count words in a document ? * 1 point

foreht Siagdc B Tl ! T ®=A & fore forg fased &1 IuaT fasar imar 82

@ A) Word Count
B) Character Count
C) Thesaurus

D) Spelling Check

58. What does the Clipboard group do ? * 1 point
fFaueTs qu o e 82

A) Helps in formatting
@ B) Provides Cut, Copy, Paste options
C) Inserts objects

D) Adds effects



59. What is a section break ? *

Y Seh o1 82

A) Breaks a word
B) Breaks a paragraph
@ C) Divides document into sections

D) Highlights section

60. Mail Merge is used to:  *

T ol T SUTNT fodT ST 8

A) Send emails
@ B) Create multiple personalized letters
C) Merge documents

D) Format documents

61. Which tab has the Mail Merge option ? *

g 29 & Mail Mergeﬁﬁﬁq@?ﬂ%?

A) Review
@ B) Mailings
C) Layout

D) File

1 point

1 point

1 point



62. SmartArt is used to insert: * 1 point

SmartArt &1 ITANT fhd 58¢ B P T fpar wrar g 2

A) Charts
B) Text
@ C) Graphics and diagrams

D) Equations

63. Header appears in: * 1 point

TS 3uH fewrd qare:

A) Bottom of page
@ B) Top of page
C) Middle of page

D) None

64. Footer appears in: * 1 point

PR 3oH s <ar e:

A) Top of page
@ B) End of page
C) Middle

D) Header



65. What is the shortcut to redo an action ? * 1 point

o} fopam b1 fibR T B BT Wiche T 8?2

® Actri+Y

B) Ctrl +Z
C)Ctrl +R

D) Ctrl + Shift + Z

66. Which key is used to delete text to the left of the cursor ? * 1 point

HIR P 95 AR & CRe B M & e for Goft o1 Iy fasar Srar g 2

A) Delete
@ B) Backspace
C) Tab

D) Spacebar

67. Which group is used to apply borders ? * 1 point

18R T & forg forg Ju &1 Iugi fpa Sirar g 2

A) Styles
@ B) Paragraph
C) Font

D) Clipboard



68. How many ways can you view a document in Word ?

68. Word H 31T forft Siagiic & fordm il § < Tahd § 2

A) 3
B) 4

® 05

D) 2

69. What is the function of ‘Ctrl + Shift + N' ? *

69. ‘Ctrl + Shift + N’ &1 R H1T 22

A) Opens new window
@ B) Applies Normal style
C) Changes font

D) Aligns text

70. Default margin size in MS Word (Normal): *

MS Word ¥ f&Whice HTfSH BT STHR (Normal):

@ A) 1inch
B) 1.5 inch

C) 0.5inch

D) 2 inch

*

1 point

1 point

1 point



71. Which feature lets you create a table quickly ? *

71. - e MU Aot J ad T S B 2

A) Draw Table
@ B) Insert Table
C) Layout

D) Format

72. Which part of Word allows zooming?  *

Word &1 -9 YT 9 63 B JfaeT a1 82

@ A) Bottom-right corner
B) File tab
C) Insert tab

D) Design tab

73. To select a word, you can: *

Tt <reg @1 g & forg, 319 I8 o Tdhd &

A) Triple-click it
B) Single-click
(® C) Double-click

D) Right-click

1 point

1 point

1 point



74. To select a whole paragraph: * 1 point

%Wﬁ%ﬁﬂ:

A) Ctrl + A
@ B) Triple-click
C)Ctrl+P

D) Click + drag

75. The blinking line that shows where text appears is called: * 1 point

Jg fenfenrd g3 a1 o I8 <2idl § [ cae Fgl f[GwTs <, Heawd o

@ A) Cursor

B) Line marker
C) Blinker

D) Pointer

76. To insert a page number: * 1 point

gy I STeH o forg;

(® A) Insert — Page Number
B) Layout — Page Number
C) Review — Number

D) File — Insert



77. To change case (UPPER/lower): *

&Y g & A (UPPER/lower):

® A) shift+F3
B) Ctrl + F3
C) Ctrl + Shift + F3

D) Alt + F3

78. Clipboard can store how many items in Office ? *

Office H fRIUETS fobdm 3MgcH TR B Jhdl g 2

B) 12

@® C)24

D) Unlimited

79. Which key removes formatting ? *

HI-31 Poil BIHIST G B 2

@ A) Ctrl + Spacebar
B) Ctrl + Shift + Space
C) Alt + Shift + X

D) Ctrl+0

1 point

1 point

1 point



80. How do you exit MS Word ? * 1 point

39 MS Word ¥ §TeR $d [Redd g2

® A Alt+F4

B) Ctrl + X
C) Ctrl + F4

D) Ctrl +Q

81. What is the default file extension of a Word document in Word 2016 ? * 1 point

Word 2016 & Word STagic &1 fSthice hIsd TR a1 § ?

A) .txt

B) .doc

@ C) .docx

D) .pdf

82. Which menu contains the ‘Save’ command ? * 1 point

‘Save' HHTS fhg AL H BIAT &2

A) Edit
B) View

@® O)File

D) Insert



83. What does the shortcut Ctrl + Sdo ? * 1 point

QiEHe Ctrl + S TTHATE ?

A) Opens a document
@ B) Saves a document
C) Closes a document

D) Prints a document

84. Which key combination is used to open a new document?  * 1 point

T1 SigHc JieH & T8 ford H1-B IR BT IGANT fal STar g 2

@® A)cCtrl+N

B) Ctrl + O
C)Ctrl+S

D) Ctrl+ P

85. What is the function of the ‘Backspace’ key ? * 1 point

‘Backspace’ ol TR HA & ?

A) Deletes text ahead
@ B) Deletes text behind the cursor
C) Moves to the next page

D) Saves the document



86. Which button closes MS Word? * 1 point

MS Word ! &I-97 §¢-1 §¢ Hdl g2

@ A) X button at the top-right
B) Home
C) File

D) Insert

87. Which command helps in printing a document? * 1 point

D1 HATS fHlt Sirgic @1 fife 3+ § Hag axal g2

@® AcCtrl+P

B) Ctrl + D
C)Ctrl+Z

D) Ctrl +V

88. Which toolbar has font style, size, bold, italic etc.? * 1 point

o CaaR ¥ ive R, A5y, 5, Scftid 3fe 8id 62

A) Standard

@ B) Formatting
C) Drawing

D) Insert



89. What is the default orientation of a document? *

Pt gxaTaYl o1 fethiee SRS R 8laT 22

@ A) Portrait

B) Landscape
C) Vertical

D) Horizontal

90. What is the default font in MS Word 20167? *

MS Word 2016 T fehiee i< R g2

A) Arial

® B) Calibri
C) Times New Roman

D) Verdana

91. What does Ctrl + Z do? *

Ctrl + Z T HIdT 272

A) Redo

® B)Undo

C) Cut

D) Save

1 point

1 point

1 point



92. Which is not a font style in Word? * 1 point

Word ﬁﬁ?—?ﬁlﬁ?ﬁ?ﬁﬁ%?

A) Bold
B) Italic
C) Regular

@ D) Oblique

93. What is the blinking vertical line in Word called? * 1 point

Word # ferafenrd g3 TSt Xa1 &1 a1 Fgd 872

A) Pointer

@ B) Cursor

C) Arrow

D) Icon

94. What is Word Wrap? * 1 point
IS U A7

A) Aligns text to the right
@ B) Moves text to the next line automatically
C) Makes text bold

D) Deletes extra space



95. Which tab is used for inserting tables and pictures *

9d 3R o ST & fort foby 29 o1 IuanT fovan Sirdn 82

A) Review
@ B) Insert
C) Home

D) Layout

96. Which feature checks spelling as you type  *
DIF-I GfaeT egT SR TH qa-1 DI Sird B 82
A) AutoCorrect
B) Grammar Check
@ C) Spelling and Grammar

D) Find and Replace

97. Where can you find the ‘Header and Footer’ option? *

37 ‘Header and Footer’ fddey obsTé_c,T qhd 82

® A)Insert Tab
B) Home Tab
C) Review Tab

D) View Tab

1 point

1 point

1 point



98. Which key combination cuts selected text? *

D1 B BIIRA g U TRE Bl HIedl 2

® A)cCtrl+X

B) Ctrl + C
C) Ctrl +V

D) Ctrl +Z

99. To save a document with a new name, use: *

forll STagHc o1 T A9 ¥ ¥d H & AT, Iud 63

A) Save
@ B) Save As
C) Rename

D) Print

100. What is a Template in MS Word? *

MS Word H Template AT R?

A) Font style
@ B) Pre-formatted document
C) Clipboard tool

D) Grammar checker
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1 point

1 point

1 point
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