COMPUTER MS WORD TEST-PART-7

Minimum Passing Marks = 45

STUDENT NAME *

VIVA

301. Where can you find artistic styles for page borders? *
U 9187 A onfdfeee wrsa wgl fiadr 82

(a) Insert > Borders
@ (b) Design > Page Borders > Art

(c) Layout > Page Background

(d) View > Artistic Effects

302. Which option is used to convert a table into text? *
¢9d Pl e U gga & e frd fawer &1 It ovd 82
(a) Layout > Convert Text to Table
@ (b) Layout > Convert to Text
(c) Design > Convert

(d) Home > Convert

1 point

1 point



303. What do you do to enable automatic hyphenation? * 1 point
SRR STeAfe® B & forg =T #vd 22
@ (a) Layout > Hyphenation > Automatic

(b) Review > Hyphenation

(c) File > Options > Hyphenate

(d) Insert > Hyphenation

304. Which tab do you need to go to in order to compress an image? * 1 point
AW $UH B & e {5y a9 wR ST gian 82
@ (a) Format > Compress Pictures

(b) Design > Optimize

(c) Insert > Resize

(d) Layout > Compress

305. Which tab is used to insert a cross-reference? * 1 point
PI-YBIT ST & T {5 ¢ &1 IUYT Hd 872

(a) Insert
(® (b) References

(c) Review

(d) View



306. Where do you go to change the bibliography style? *
fafSTauTE wIsd e & u $gl o 82
@ (a) References > Bibliography > Style

(b) Design > Bibliography

(c) Layout > References

(d) Insert > Bibliography Style

307. Which tab is used to insert a cover page? *

IR U ST & forg fhy &9 &1 SuFT Hd 82

(a) Design
(b) Layout

@ (c) Insert

(d) View

308. What do you do to customize a watermark? *
FIeIHTH HECHISH DR & I FIT HId 82

(a) Insert > Custom Watermark
@ (b) Design > Watermark > Custom Watermark

(c) Layout > Watermark

(d) View > Watermark Options

1 point

1 point

1 point



309. What do you do to convert page numbers into Roman numerals? *
U1 HaR A9 & deaq & I o aed 82
@ (a) Insert > Page Number > Format Page Numbers

(b) Design > Number Format

(c) Layout > Page Setup

(d) View > Page Number Format

310. Which tab is used to change the theme color? *

A FeR g1 & e 5T 29 BT ST Hd &2

@ (a) Design > Colors
(b) View > Themes
(c) Layout > Theme Options

(d) Insert > Theme Color

311. What do you do to change the spell-check language? *
e dP AT dea- & forg o1 Hed 82
@ (a) Review > Language > Set Proofing Language

(b) File > Options > Language

(c) Home > Language

(d) View > Language

1 point

1 point

1 point



312. What do you do to view the document version history? *
STargHe ol Rl 3@ & fore o oed &2
@ (a) File > Info > Version History

(b) Review > Track Changes

(c) View > History

(d) Insert > Version

313. What do you do to save as a template (.dotx)? *
ST (.dotx) P U A UG HI1 & o7 1 4 &2
@ (a) File > Save As > Word Template

(b) File > Export > Template

(c) File > New > Template

(d) Insert > Template

314. What do you do to change the autosave recovery time? *
3fierag fRpasdt auy dea- & oI Fam #3d §2
@ (a) File > Options > Save

(b) File > Save As > Options

(c) Review > AutoSave

(d) View > AutoRecover

1 point

1 point

1 point



315. What do you do to enable Text-to-Speech (reading aloud)? *
eRe g T (Tgd GAM) 1 HI1 & fore o1 #ea 32
@ (a) Review > Read Aloud

(b) View > Immersive Reader

(c) Insert > Speak

(d) Home > Dictate

316. What do you do to edit document properties (Author, Title)? *
siagie Mudlsr (@, }fife) ufee w31 & Rt ®rHd 82
@ (a) File > Info > Properties

(b) Insert > Properties

(c) Review > Document Properties

(d) View > Properties

317. What do you do to automatically update the date in the header? *
TS A 3T 3ATa 3AUST B P forw a1 H3d 82
@ (a) Insert > Date & Time > Update Automatically

(b) Design > Auto Date

(c) Layout > Insert Auto Date

(d) References > Date

1 point

1 point

1 point



318. What do you do to insert a formula into a table? *
¢ o BT ST & fore &1 #va 32
@ (a) Layout > Formula

(b) Design > Equation

(c) Insert > Function

(d) Table > Calculate

319. What do you do to edit elements (such as the title or legend) in a chart? *
e § Ty (99 eT3ed, duis) Ufee #1 & e = d 872
@ (a) Chart Design > Add Chart Element

(b) Format > Chart Elements

(c) Layout > Chart Options

(d) Insert > Chart Features

320. What do you do to apply effects (such as Glow or Shadow) to a shape? *

Y IR sHhaey (6, RS STeH & T 71 Hd 87
@ (a) Format > Shape Effects
(b) Design > Effects

(c) Layout > Shape Styles

(d) Insert > Effects

1 point

1 point

1 point



321. What is the shortcut to enable selection mode? *

Rrde= A 1 #31 & ATdhe T 8?2

(a) Ctrl + F8
@® (b)Fs
(c) Alt + F8

(d) Shift + F8

322. What is the shortcut to run a macro? *

A T P Bl Ydhe T 82

@® (a) Alt+F8

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

(d) F5

323. What is the shortcut to copy "Format Painter"? *
"THE Uex" P4l B DI MTdhe T §?
@® (a) Ctrl + Shift+C

(b) Ctrl + C

(c)Alt+C

(d) Shift + C

1 point

1 point

1 point



324. What do you do to split a document window? * 1 point

siagHe st e #31 & g T #3d 32

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

(d) Layout > Arrange

325. What do you do to customize the Quick Access Toolbar? * 1 point
fore ToON ¢OaR $EHEH H1 & T T Hd 872
@ (a) File > Options > Quick Access Toolbar

(b) View > Toolbars

(c) Home > Customize

(d) Right-click ¢ddR TR

326. What is the shortcut to remove a hyperlink? * 1 point
RIS Nga H3A $t RicHe w1 7?
@® (a) Ctrl + Shift + F9

(b) Ctrl + K

(c) Alt + F9

(d) Shift + F10



327. What do you do to set image transparency? * 1 point
A TIAONT e H & T w1 Hd 87

(a) Format > Transparency
@ (b) Format > Color > Set Transparent Color

(c) Design > Remove Background

(d) Layout > Wrap Text

328. What do you do to change the text highlight color? * 1 point
SRE IFATEE T qga- & g T vl 82
@ (a) Home > Text Highlight Color

(b) Design > Page Color

(c) Layout > Shading

(d) Insert > Highlight

329. How to use Smart Lookup (Online Research)? * 1 point
TTE FHIAY (TS RTe) BT TN $A Hd 32

(a) Review > Smart Lookup
@ (b) Right-click s UX > Smart Lookup

(c) View > Research

(d) Insert > Lookup



330. What do you do to bring an object to the front? * 1 point
Hisstae B The M & forg w1 Hd 32
@ (a) Format > Bring Forward

(b) Layout > Arrange

(c) Design > Layer

(d) View > Z-Order

331. What do you do to apply effects (such as Glow or Shadow) to a shape? * 1 point
Y IR sHhaey (79, ST ST & T 71 Hd 872
@ (a) Format > Shape Effects

(b) Design > Effects

(c) Layout > Shape Styles

(d) Insert > Effects

332. What do you do to split a document window? * 1 point

sieghe fdsl Rwre w3 & forg w1 o 32
@ (a) View > Split
(b) Alt + Ctrl + S

(c) Window > Split

(d) Layout > Arrange



333. What do you do to set a hanging indent? *
R S e v & R T Ha &2
@ (a) Layout > Paragraph > Special > Hanging

(b) Home > Indent > Hanging

(c) Design > Paragraph > Hanging

(d) View > Indentation

334. What do you do to enable Text-to-Speech (reading aloud)? *
e g T (W) GATHT) AT A & g o1 v §2
@ (a) Review > Read Aloud

(b) View > Immersive Reader

(c) Insert > Speak

(d) Home > Dictate

335. What do you do to edit elements (such as the title or legend) in a chart? *
e § Thdey (99 eT5ed, duis) Ufee #v1 & e = d 82
@ (a) Chart Design > Add Chart Element

(b) Format > Chart Elements

(c) Layout > Chart Options

(d) Insert > Chart Features

1 point

1 point

1 point



336. What do you do to insert a "Continuous"” section break? *
IR 9 "SI ST & I w1 3 §2
@ (a) Layout > Breaks > Continuous

(b) Insert > Break > Section Continuous

(c) View > Section Break

(d) Design > Page Breaks

337. What is the size of the default "Narrow" margin? *

fEwiee =R wifolq &1 A1gw Fa1 82

@® (2)0.5%9
(b) 0.7554
(c)13d

(d)1.25549

338. What do you do to add a page color gradient? *
I FHeR Wf$Te ST & g & v 32
@ (a) Design > Page Color > Fill Effects > Gradient

(b) Layout > Background > Gradient

(c) Insert > Shading > Gradient

(d) View > Page Effects

1 point

1 point

1 point



339. What do you do to add a line between columns? *
PHIAH P S AT SIS & o7 T Hd 22
@ (a) Layout > Columns > Line Between

(b) Design > Borders

(c) Insert > Line

(d) View > Gridlines

340. What do you do to set a hanging indent? *
2R §8e A e & g FT B &2
@ (a) Layout > Paragraph > Special > Hanging

(b) Home > Indent > Hanging

(c) Design > Paragraph > Hanging

(d) View > Indentation

341. What do you do to automatically update the date in the header? *

TS A 3T 3ATa 3AUST B P forw a1 H3d 82

@ (a) Insert > Date & Time > Update Automatically
(b) Design > Auto Date
(c) Layout > Insert Auto Date

(d) References > Date

1 point

1 point

1 point



342. What do you do to change the text highlight color? *
TR gISATSC T gea- & forg =T #vd 82
@ (a) Home > Text Highlight Color

(b) Design > Page Color

(c) Layout > Shading

(d) Insert > Highlight

343. What do you do to insert a formula into a table? *
¢ o BIHT ST & oI &1 #vd 32
@ (a) Layout > Formula

(b) Design > Equation

(c) Insert > Function

(d) Table > Calculate

344. What do you do to set a hanging indent? *
R sSe de e F R FTHRA 82
@ (a) Layout > Paragraph > Special > Hanging

(b) Home > Indent > Hanging

(c) Design > Paragraph > Hanging

(d) View > Indentation

1 point

1 point

1 point



345. What do you do to insert a "Continuous"” section break? *
IR 9 "SI ST & I w1 3 §2
@ (a) Layout > Breaks > Continuous

(b) Insert > Break > Section Continuous

(c) View > Section Break

(d) Design > Page Breaks

346. What is the shortcut to turn on Track Changes? *
P Ao 3T H Bl YT de T 3?
@® (a) Ctrl+ Shift+ E

(b) Alt+T

(c) F7

(d) Ctrl + Alt + M

347. What do you do to reply to a comment? *
FHc A RwErs o319 & forg war od 82

(a) Review > New Comment
@ (b) Review > Reply to Comment

(c) Insert > Comment Reply

(d) View > Comments

1 point

1 point

1 point



348. How do you compare two documents? *
3! STagHc &I ga-T (P IER) FI Hd 82
@ (a) Review > Compare

(b) View > Compare Side by Side

(c) File > Compare Documents

(d) Layout > Document Compare

349. What do you do to mark a document as "read-only"? *
Siaghe B - 3Melt U F1 & e w1 Hd 82
@ (a) File > Info > Protect Document > Mark as Final

(b) Review > Restrict Editing

(c) View > Read Mode

(d) Design > Protect

350. Where can I find Ink to Text (Handwriting Conversion)? *
3P ¢ TRT (SIS H-avi-) Hel fHadr a2
@ (a) Review > Ink to Text

(b) Draw > Ink to Text

(c) Insert > Handwriting

(d) View > Convert Ink
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1 point

1 point
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