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Questions

From which menu you cna insert Header and footer.
It is possible to

a data source before performing a merge

If you need to change the type face of a document which menu will you choose.

If the number of columns is selected 1 and the line between check box is marked. where is
the line drawn.

What is the maximum font size you can apply for any character

Which of the following is not of the merge process.

A word processor would most likely be used to do

Drop cap means

What is a portion of a document in which you set certain page formatting options.

How can you increase the font size of selected text by one point every time.

What is place to the left of horizontal scroll bar.

A feature of MS Word that saves the document automatically after certain interval is available
on.

Which of the following statement is false.

What is the smallest width of a column.

Answers Choice

A. Insert Menu

. View menu
Format menu
Tools menu

Create

Modify

Sort

All of the above

Dow> Dow

Edit
View
Format
Tools

In the left margin

. In the right margin

Both in left and right margin
None
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A. Sort the data source records
B. Format a main document

C. Edit a data soruce

D. Merge the two files to print or
create a new document

A. Keep an account of money spent
B. Do a computer search in media
center

C. Maintain an inventory

. Type of biography

O

A. All caps

B. Small caps
C. Title caps
D. None

Page

. Document
Section

. Page setup

. By pressing Ctrl +]
. By pressing Ctrl + [
. By pressing Ctrl +}
. By pressing Ctral +{

. Tab stop buttons
. View buttons

. indicators

. None

. Save tab on options dialog box
. Save as dialog box

C. Both of above

D. None
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A. You can set different header
footer for even and odd pages

B. You can set different page
number formats for different sections

C. You can set different header
footer for first page of a section
D. You can set different header and
footer for last page of a section

A 0"
B. 0.5"
C.1.5"
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How many ways you can save a document.

What is the smallest and largest font size available in font tool on formatting toolbar.

Columns dialog box can be opened from

What is the maximum number of lines you can set for a drop cap.

To get the symbol dialog box click on the menu and choose symbol

A bookmark is an item of location in document that you identify as a name for future
reference Which of the following task is accomplished by using bookmarks.
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B. 8 and 64
C.12t0 72
D. None

A. Format menu Columns submenu
B. Double click on column space in
ruler

C. Press Alt +O+C

B. Format
C. Tools
D. Table

A. To add anchors in web page

B. To make the ending of a
paragraph of document

D. To add hyperlinks in webpage



