COMPUTER MS WORD TEST-PART-5

Total points (7]

Minimum Passing Marks = 45

STUDENT NAME *

Viva

v/ 201. What is the shortcut key to open a new document in MS Word? * 1/1
MS Word ¥ -1 STegH e WIe &1 ATddhe Holl T 82
(@) Ctrl+0

@ (b) Ctrl + N v
(c) Ctrl+S

(d)Ctrl+P



v 202. What is the shortcut key to select a document? *
STHRgHC VAT B B FePHe Poll T 82

@ (@) Ctrl+ A

() (ycl+c

O (c) Ctrl+V

() (d)ctr+Xx

v/ 203. What is the shortcut to open the "Save As" dialog box? *

"Save As" STIANT g1 WA B Tche HT 82

® (a)F12
O bFs
O (oF7
() (d)F11

v 204. What is the shortcut key for printing a document? *
siagHe fiic $3 91 AéHe Foll AT 7?2

@ (@) Ctrl+P

() ()ctri+0

O (c)Ctrl+S

O (d) Ctrl + N

1/1

11

1/1



<~ 205. What is the default file extension for Word? *

98 T fSWiee WIS TaHC I T 82

() (a) txt
() (b).doc
@® (c) .docx
() (d).rtf

v/ 206. What is the shortcut key to make text bold? *

SR FITS DI Bl ATdHE Holl FT 82

() (a)ctrl+U
() (b)ctrl+1
® (c)ctri+B
() @ctrl+L

v/ 207. What is the shortcut key to italicize text? *

CHE 3P B B Acae ol T2

() (a)ctrl+U
@® (b)cCtrl+1
() (c)ctri+B
() @ctrl+L

1/1

11

1/1



<~ 208. What is the shortcut to increase the font size? *

i< ATSH 9¢11 31 Wi T 82

@® (a)Ctrl+]
() (b)Ctrl+]
() (c)ctrl++
() (d)Ctrl+-

v/ 209. What is the shortcut to center-align text? *

TRT YR 3AATSH B B! W he T 8?2

@® (a)ctri+E
() ()ctrl+L
() (o)ctrl+R
() @ctrl+J

v/ 210. What is the shortcut to convert text to capital letters? *
CHE PI Hfted ded § e Pi AiePbe T g?

® a) shift+F3

() (b)Ctrl +F3

() (c)Alt+F3

O @Fs

1/1

11

1/1



v/ 211. Which tab is used to change the page orientation? *

U9 3NNERM ggeM & iU fpd 9 &1 SUUNT 34 82

() (a) Insert
() (b) Home
@® (c) Layout
() (d) View

v/ 212. What is the default page margin? *
fSwiee 9w wifsl fa= gar 82

O (@05%d
® 1%
() (©)1.55a
O @28

<~ 213. Which tab is used to insert a watermark? *

qICIHTS ST & forg fFd 29 T AT Hd &2

O (a)Insert
(® (b) Page Layout
() (c) Layout
() (d) view

1/1

11

1/1



v/ 214. Which tab is used to insert a page border? *

Ul gie STa4 & fore frg ¢ &1 IUaT $d 82

O (a) Insert
O (b) Design
@ (c) Page Layout

O (d) References

< 215. Which tab is used to create columns? *

PHIAH 9911 P 7w 5T 29 &1 ITTNT Hd 82

O (a) Insert
(® (b) Page Layout
() (c) Design
() (d) View

v 216. What is the shortcut to add a new row to a table? *

¢Td A S 3] SitSH B Wdhe FT8?

@ (a) Tab
O (b) Enter
O (c)Ctrl+R

O (d) Alt + Enter

1/1

11

1/1



v/ 217. What should be done to delete a table? *
cqd fedfie v & g w382

O (a) Layout > Delete > Table

O (b) Design > Remove Table

@ (c) Right Click > Cut

O (d) Insert > Remove

v/ 218. Where is the option to equalize the column widths in a table? *
¢qd § PIay Dt AISTs SRTaR B BT fahey Hel 872

@ (a) Right Click > Distribute Columns evenly

O (b) Design > AutoFit

O (c) Home > Align

O (d) View > Distribute

v/ 219. In which tab is the "Repeat Header Row" option found? *

"fedte gex 3 fawey fw ¢a o fraar 82
O (a) Home

O (b) Insert

@ (c) Layout (Table Tools)

O (d) Design

1/1

11

1/1



v/ 220. Where is the option to convert a table to text? *
¢Td DI TRE | B¢ B B fAHed Hgl o2

@ (a) Layout > Convert to Text

O (b) Design > Convert

O (c) Home > Convert

O (d) Insert > Text

v/ 221. Which tab is used to insert an image? *

AW ST & fore fory 29 &1 IuahT %3d 82

() (a) Home
@® (b) Insert
() (c) Design
() (d) View

v/ 222. Which tab is used to set text wrap on an image?

AW UR ¢RE YU A¢ HA & iU {5y 89 &1 U 3d 82

() (a) Home
(® (b) Format (Picture Tools)
() (c) Design
() (d) Layout

*

1/1

11

1/1



v~ 223. Which tab is used to insert WordArt? *
TS 3T STeH & forg fhy &9 &1 ITAT B 82

O (a) Home
@ (b) Insert
O (c) Design

O (d) References

v 224. Which tab is used to insert SmartArt?

T3S BT & fore fory 9 &1 IuAhT B4 82

@ (a) Insert
O (b) Design
O (c) Layout

() (d) References

v 225. In which tab is the Crop tool found? *
®1u ¢t fore e o fraan 82

() (a) Home
(® (b) Format (Picture Tools)
() (c) Insert
() (d) view

*

1/1

11

1/1



Vv’ 226. Which tab is used to start a Mail Merge?

T Aol I P & e for a0 &1 SuahT - 82

() (a) Home
() (b)Insert
@® (c) Mailings
() (d) Review

«/ 227.What is the main document in Mail Merge? *
T Ul § YT STagHe T gidl 82

() (a)scrad

® () Fe/miH

O (o) fai

O (d)emae

v/ 228. How do you select the list of recipients? *
Rfafitey @1 fore 4 ddae #3d 82

@ (a) Mailings > Select Recipients

() (b) Mailings > Edit Recipient List

O (c) Insert > Recipients

O (d) Home > Recipients

*

1/1

11

1/1



v/ 229. What steps do you take to insert a merge field? * 1/1
7ol Wics STa & g a1 #%d 82

@ (a) Mailings > Insert Merge Field v

O (b) Insert > Field

O (c) Home > Insert Field

O (d) Layout > Merge Field

v/ 230. What do you do to complete a Mail Merge? * 1/1
T Aol GRT HR & T 1 v 87
@ (a) Mailings > Finish & Merge v

O (b) Mailings > Complete Merge
O (c) File > Save As

O (d) Review > Merge

v/ 231. What do you do to edit headers/footers? * 1/1
S/ PR UST B & for o1 oea 82

@ (a) Insert > Header/Footer > Edit Header/Footer v

() (b) Soa-faTep B

() (c) View > Header/Footer

O (d) Layout > Header/Footer



Vv’ 232. Which tab is used to insert page numbers? *

Ul o STaA & fore frg 39 &1 3UaT $d 82

@® (a) Insert
() (b) Design
() (c) Layout
() (d) View

v/ 233. What do you do to insert the date in the footer? *
P H S¢ ST & I w1 H3d 32

@ (a) Insert > Date & Time

O (b) Design > Date

O (c) Layout > Insert Date

O (d) View > Date

v/ 234. What do you do to insert a different header/footer on the first
page?

T UST TR 3IET 883/ Pex STa- & g o1 $vd 87
@ (a) Design > Different First Page
O (b) Layout > First Page
O (c) Insert > Special Header

() (d) View > First Page

1/1

11

*1/1



v 235. What do you do to exit the header/footer? *

35. 38/ Pex | e & forg w1 #va 32

() (a)Escaamd
@ (b) Close Header & Footer TR fadd &<

) (c) SiagHc | Sed-faied B3
() (d) SRIad g4t

v/ 236. What is the shortcut for checking spelling? *
AT AP R Bl ATEPe AT ]?

O @Fs
® b)F7
() (©)F9
() (dF12

<~ 237.In which tab is the Thesaurus tool found? *

ey ga forg e o fyean 82

() (a) Home
() (b) Insert
® (c) Review
() (d) view

1/1

11

1/1



v 238. What is the shortcut to turn Track Changes on/off? *
P AN 3HT/3MTF HI1 B! YcPhe T 8?

® (a) Ctrl + Shift + E

() (b)Ctrl+Shift+T

O (c) Ctrl + Alt + E

() (dctr+E

v/ 239. What is the shortcut for inserting a comment? *
FHe ST DI ATdPHe FT1g?
@® (a) Ctrl + Alt+ M

() (b)ctrl+M
O (c)Alt+C

() (d) shift+F7

v/ 240. In which tab does the word count appear? *

98 PIdc fpg ¢a ¥ famar g2

() (a) Home
() (b) Insert
® (c) Review
() (d) view

1/1

11

1/1



<~ 241. What is the shortcut for Undo? *

3Tg (Undo) H3 B RITdhe T 8?2

() (actl+y
@® @)ctri+z
() (c)ctri+X
() (dctrl+u

Vv~ 242. What is the shortcut for Redo? *
¥g (Redo) T3 &t Micwe FT8?

® @)ctri+y
() (b)ctrl+z
() (o)ctrl+R
() @ctri+u

<’ 243. What is the shortcut for Cut? *
P (Cut) B P ATdHe T 8?2

@® (a)cCtrl+X
() )ctri+c
() (e)ctrl+v
() @dctri+A

1/1

11

1/1



v/ 244. What is the shortcut for pasting? *

U (Paste) P Bl AldHe FT 8?2

() (a)ctrl+X
() (pycrl+c
@® () ctri+V
() (dctl+p

v/ 245. What is the shortcut for underlining? *

3{BIATE (Underline) 1 P Tdde 4T 872

() (@ctrl+H
@® (b)ctri+U
() (o)ctr+L
() @ ctrl+J

v/ 246. What is the shortcut for inserting a hyperlink? *
TS ST P AdPe T 3?

@ (@) Ctrl+K

O (b) Alt + F8

O (c) Ctrl+ M

O @Fs

1/1

11

1/1



v/ 247. What is the shortcut for recording a macro? *
Tl pis He ot MicHe 1 3?
® (a) Ctrl + Shift + R

() (b)ctrl+R
() (c)Alt+R

O (d) Ctrl + Alt + R

v/ 248. Which tab is used to protect a document? *
SiFghe Uicae He & e frd 39 &1 ST H3d 82

@ (a) Review Tab

() (b) Insert Tab

O (c) Home Tab

() (d) None of These

v/ 249. What is the shortcut to activate Format Painter? *
WIHe Uex Ufdede HRA o1 Aicdhe T 5?2

® (@ Alt+H,FP

() (b) Ctrl + Shift + Vv

O (c)Ctri+C

O (d) Ctrl +V

1/1

11

1/1



< 250. What is the shortcut to enable Selection Mode? * 1/1

Rrde=r 1S 919 #31 & ATddhe AT 7?2

O (a) Ctrl + F8
@® ()Fs v
() (c)Alt+F8

() (d) shift+F8
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