
PPSC Computer Science Topic 3 Microsoft Word

Sr Questions Answers Choice

1 Thesaurus tool in MS word is used for
A. Spelling suggestions
B. Grammar options
C. Synonyms and antonyms words
D. All of above

2 Which of the following is not valid version of MS Office.
A. Office XP
B. Office vista
C. Office 2007
D. None

3 Which file starts MS word.
A. Winword exe
B. Word exe
C. MS word exe
D. Word 2003 exe

4 What does Ctrl + = key effect.
A. Supercript
B. Subscript
C. All caps
D. Shadow

5 How can you disable extended selection mode.
A. Press F8 again to disable
B. Press del to disable
C. Press Esc to disable
D. Press Enter to disable

6 If you will be displaying or printing your document on another computer you 'll want to make
sure and select the_________ option under the save tab.

A. Embed fonts
B. Embed True Type Fonts
C. Save true type fonts
D. Save fonts

7 Auto correct was originally designed to replace ______ words as you type.
A. Short repetitive
B. Grammatically incorrect
C. Misspelled
D. None of the above

8 Where can you change the vertical alignment.
A. Formatting toolbar
B. Paragraph dialog box
C. Page setup dialog box
D. Standard toolbar

9 In word the mailing list is known as the
A. Data sheet
B. source
C. Data source
D. Sheet

10 Which of the following statement is false.

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

11 On which toolbar can you find format Painter tool.
A. Standard toolbar
B. Formatting toolbar
C. Drawing toolbar
D. Picture toolbar

12 Which of the following is not available on the Ruler of MS word screen.
A. Tap stop box
B. Left indent
C. Right indent
D. Center indent

13
How many columns can you insert in a word document in maximum.

A. 35
B. 45

C. 55
D. 65

14 What is the maximum number of lines you can set for lines to drop box.
A. 3
B. 5
C. 10
D. 15

A. 1<sup> "</sup>



15 What is the default left margin in Word 2003 document.
A. 1<sup> "</sup>
B. 1.25<sup>"</sup>
C. 1.5 "
D. 2 "

16 The key strokes Ctrl + 1 is used to.

A. Increase font size
B. Inserts a line break
C. Indicate the text should be bold
D. Applies italic format to selected
text

17 Background color of effects applied on a document is not visible in.
A. Web layout view
B. Print layout view
C. Reading view
D. Print preview

18 Pressing F8 key for three times selects
A. A word
B. A sentence
C. A paragraph
D. Entire document

19 To open columns dialog box quickly

A. Double click on the left margin
area of ruler
B. Double click the space between
area on ruler
C. Double click the right margin in
ruler
D. All of above

20 What does EXT indicator on status bar of MS Word indicate.

A. it indicates whether the external
text is pasted on document of not
B. It indicates whether extended add
one are installed on MS word
C. It indicates whether Extended
selection mode is turned on or off
D. None


