COMPUTER MS WORD TEST-PART-6

Minimum Passing Marks = 45

STUDENT NAME *

VIVA

251. What is the shortcut key to open the Navigation Pane? * 1 point
A= U e 1 ATEDe Hoil |1 7?2

(@) Ctrl+H

(b) Ctrl + G

@ (c) Ctrl+F

(d) Alt + F1

252. What is the shortcut key to insert a bulleted list? * 1 point
gaie fore STaH ot xicHe Hoit 18?2

(@) Ctrl +L
@® (b) Ctrl + Shift + L

(c) Alt + Shift + L

(d)Ctrl+B



253. What is the shortcut key to open the Navigation Pane? *
fewiee arg= Wi fHat gid 82

(@ 1.0
@® (b)1.08

(c)1.15

(d) 1.5

254. What is the shortcut to open the "Replace” dialog box? *
"R STaaT ST W &1 RTddhe F18?

(@) Ctrl +R

(b) Ctrl + F

@ (c) Ctrl+H

(d) Ctrl + E

255. What is the correct way to insert a horizontal line? *
FINGlcd A1 ST BT AT AIBT FT 8?2

(a) Insert > Shapes

(b) === E'I'{CTW Enter
@ (c) — CT3U P Enter

(d) Layout > Borders

1 point

1 point

1 point



256. What is the shortcut key for Superscript (x2)? *
JRIEPY (x2) B ATEPHe Poil T 3?

(a) Ctrl + =
@ (b) Ctrl + Shift + +

(c) Ctrl + +

(d) Alt +S

257. Where can the Autocorrect settings be found? *
Jictmae AfeT wgl fHad 82

(a) Review > AutoCorrect
@ (b) File > Options > Proofing

(c) Home > Editing

(d) Insert > AutoText

258. In which tab is a drop cap inserted? *

17 &Y {5 ¢a H STaT S1dT 82

(a) Home

@® (b) Insert
(c) Design

(d) Layout

1 point

1 point

1 point



259. What is the location for inserting a section break? *

T 9P ST BT VI HT 82

@ (a) Page Layout > Breaks
(b) Insert > Break
(c) View > Section

(d) Design > Page Setup

260. What is the shortcut for inserting a footnote? *
Pl ST @I Wicde FT 3?
@ (@) Ctrl + Alt + F

(b) Ctrl + F

(c) Alt+F

(d) Shift + F7

261. To delete a column in a table: *
<o 4 pra¥ fSeite w1 & faw:
@ (a) Layout > Delete > Columns

(b) Ctrl + Del

(c) Right-click > Remove Columns

(d) Home > Cut

1 point

1 point

1 point



262. What is the size of the "Narrow" page margin? * 1 point

UST Ao "R T 15 47 82

@® (a)053
(b) 154
(c)0.755d

(d) 1.25d

263. What is the maximum number of "columns” in Word? * 1 point
I8 § "BIaH” B fpdd J=T fhd-t 82

(@)12

(b) 16

(c) 20

@® (d)63

264. mﬁﬂmmﬁ%m * 1 point
¢Re 91 Ifidwpd fora & g

(a) Insert > Text Direction
(® (b) Layout > Text Direction
(c) Design > Orientation

(d) Home > Rotate Text



265. To show gridlines: *
Freas=a fewH & fo:
@ (a) View > Gridlines
(b) Layout > Align > Grid Settings
(c) Design > Borders

(d) Insert > Grid

266. What is the shortcut key for Superscript (x2)? *
JRIEFY (x?) B ATEDHe FHolt T 82

(a) Ctrl + =
@® (b) Ctrl + Shift + +

(c) Ctrl + +

(d) Alt +S

267. What is the shortcut key to open the Navigation Pane? *
A= U e 3 ATEDhe Hoil |1 3?2

(@) Ctrl+H

(b) Ctrl + G

@ (c) Ctrl+F

(d) Alt + F1

1 point

1 point

1 point



268. What is the shortcut for inserting a footnote? * 1 point
Pl ST &1 Yidde FT 32
@ (@) Ctrl+ Alt +F

(b) Ctrl + F

(c)Alt+F

(d) Shift + F7

269. What is the size of the "Narrow" page margin? * 1 point

U HIfSi "R T ITgS T 82

@® (2)0.5%9
(b) 154
(c) 0.753d

(d)1.25549

270. In which tab is a Drop Cap inserted? * 1 point

17 &Y {5 ¢a H STaT S1dT 82

(a) Home

@® (b) Insert
(c) Design

(d) Layout



271. To make an image transparent: *
S Bl gigUe a9 & foe:

(a) Format > Transparency

(b) Design > Remove Background
@ (c) Format > Color > Set Transparent Color

(d) Layout > Wrap Text

272. Location for inserting 3D models: *
3D HIsd STAA BT RI:

@ (a) Insert > 3D Models
(b) Design > Add-Ins
(c) View > 3D View

(d) Layout > Models

273. To edit chart data:  *

T1¢ ST Uf$e H1 & fow:

@ (a) Right-click > Edit Data
(b) Design > Data > Edit
(c) Insert > Data Source

(d) Format > Data Options

1 point

1 point

1 point



274. To change the WordArt style: * 1 point
TSI WIS dea1 & fau:
@ (a) Format > Text Effects

(b) Home > Font

(c) Design > Themes

(d) Layout > Arrange

275. To group shapes: * 1 point
AR B I HIA & fore:

(@) Ctrl+ G
@ (b) Format > Group

(c) Layout > Align > Group

(d) Right-click > Group

276. What is the size of the "Narrow" page margin? * 1 point

US AT "R 1 JT8S T 82

@® (a)05%F
(b) 189
(c)0.755d

(d) 1.25%d



277. To write text vertically: * 1 point

TRT &l afdpd forma & foru:

(a) Insert > Text Direction
@ (b) Layout > Text Direction
(c) Design > Orientation

(d) Home > Rotate Text

278. What is the size of the "Narrow" page margin? * 1 point

U HIfSi "R T ITgS T 82

@® (2)0.5%9
(b) 154
(c) 0.753d

(d)1.25549

279. What is the shortcut for inserting a footnote? * 1 point
Pe-ie ST 3t Riche | 8?
® (a)Ctrl+Alt+F

(b) Ctrl + F

(c) Alt+F

(d) Shift + F7



280. What is the shortcut key to open the Navigation Pane? * 1 point
AfATRE 99 Wieq Y ATdPHe Holt 7T 8?

(@) Ctrl+H

(b) Ctrl + G

@ (c) Ctrl+F

(d) Alt + F1

281. Where is the "Preview Results" option located in Mail Merge? * 1 point
o a1 ey feeiees &1 fasea w81 87
@ (a) Mailings > Preview Results

(b) Review > View

(c) Home > Show/Hide

(d) View > Preview

282. To turn on Track Changes: * 1 point
P o 311 P &b e
@ (a) Review > Track Changes

(b) View > Markup

(c) Home > Changes

(d) Insert > Tracking



283. To delete a comment: *
Fic fsefte v & feorg:
@ (a) Review > Delete

(b) Right-click > Delete

(c) Ctrl+D

(d) Backspace

284. How to make a document "Read-Only"? *
Siagic &I {ts-3et $d T2
@ (a) File > Info > Protect Document

(b) Review > Protect

(c) Home > Restrict Editing

(d) Layout > Protect

285. What is not included in the word count? *
TS BIIc H T A 81 giar?

(a) s

(b) TS

(c) pedle
@® (d)cT™

1 point

1 point

1 point



286. Location for inserting 3D models: *
3D Hisd STa & RI:

@ (a) Insert > 3D Models
(b) Design > Add-Ins
(c) View > 3D View

(d) Layout > Models

287. To make an image transparent *
A &I TFUe 91 & forw
(a) Format > Transparency
(b) Design > Remove Background
@ (c) Format > Color > Set Transparent Color

(d) Layout > Wrap Text

288. To write text vertically: *

eRe P afdwd faa- & fA:
(a) Insert > Text Direction
@ (b) Layout > Text Direction

(c) Design > Orientation

(d) Home > Rotate Text

1 point

1 point

1 point



289. What is the default line spacing? * 1 point
fSwiee arsa Wi fea-t gidi 82

(@ 1.0
@® (b)1.08

(c) 1.15

(d) 1.5

290. In which tab is a Drop Cap inserted? * 1 point

17 &y fry 9 o s1aT SATaT B

(a) Home

@ (b) Insert
(c) Design

(d) Layout

291. Shortcut to enable Selection Mode: * 1 point

Rrcie=T= dis a1 H3 Bt AéPe:

(a) Ctrl + F8
® ®)Fs
(c) Alt + F8

(d) Shift + F8



292. What is the shortcut key for Superscript (x2)? * 1 point
JRIEPY (x2) B ATEPHe Poil T 3?

(a) Ctrl + =
@ (b) Ctrl + Shift + +

(c) Ctrl + +

(d) Alt +S

293. Shortcut to run a macro: * 1 point

A I P Pl Ydde:

@® (a) Alt+F8

(b) Ctrl+ M
(c) Alt + F11

(d) F5

294. "Format Painter" Copy Shortcut: * 1 point
"THE Gex" HIUl HIA P AMePe:
@® (a) Ctrl+ Shift+ C

(b) Ctrl + C

(c)Alt+C

(d) Shift+C



295. To split the document window: *

sTegHc fost fRwe #31 & foru:

@ (a) View > Split
(b) Alt + Ctrl + S
(c) Window > Split

(d) Layout > Arrange

296. To customize the Quick Access Toolbar: *
fr® TRIY gAaR HUSH HI & fo:
@ (a) File > Options > Quick Access Toolbar

(b) View > Toolbars

(c) Home > Customize

(d) Right-click ¢ddR TR

297. What is the shortcut key to open the Navigation Pane? *
A= U e 3 ATEDhe Hoil |1 3?2

(@) Ctrl+H

(b) Ctrl + G

@ (c) Ctrl+F

(d) Alt + F1

1 point

1 point

1 point



298. What is the correct way to insert a horizontal line? *
BINSIT<d ATSH STA BT Hg! d3iPT T 82

(a) Insert > Shapes

(b) === TT3U Fb Enter
@ (c) — TI3U b Enter

(d) Layout > Borders

299. What is the shortcut for inserting a footnote? *
Pe-le ST 3t Riche |1 8?
@ (@) Ctrl + Alt + F

(b) Ctrl + F

(c) Alt+F

(d) Shift + F7

300. What is the shortcut key to open the Navigation Pane? *
A= U e 3 ATEDhe Hoil |1 3?2

(@) Ctrl+H

(b) Ctrl + G

@ (c) Ctrl+F

(d) Alt + F1
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