
PPSC Computer Science Topic 3 Microsoft Word

Sr Questions Answers Choice

1 Which tab in Font dialog box contains options to apply font effects.
A. Font tab
B. Character spacing
C. Text Effects
D. Standard toolbar

2 After typing header text how can you quickly enter footer text.

A. Press page down key and type the
text for footer.
B. Click on switch between header
and footer then type in text
C. Both of above
D. None

3 To autofit the width of column

A. Double click the right border of
column
B. Double click the left border of
column
C. Double click the column header
D. All above

4 To insert a drop cap in one of the paragraph you should sccess
A. Insert Menu
B. Format
C. Tools
D. None

5 Protrait and Landscape are
A. Page Orientation
B. Paper size
C. Page Layout
D. All of above

6 How many ways you can save a document.
A. 3
B. 4
C. 5
D. 6

7 What is the smallest and largest font size available in font tool on formatting toolbar.
A. 8 and 72
B. 8 and 64
C. 12 to 72
D. None

8 To move the cursor page to page of document.
A. Ctrl + Pgon
B. Ctrl + Pg Up
C. Both of above
D. None

9 What is the default number of lines to drop for drop cap
A. 3
B. 10
C. 15
D. 20

10 What is the maximum font size you can apply for any character
A. 163
B. 1638
C. 16038
D. None

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

12 Which of the following the second step in creating a macro.

A. Start recording
B. Using you mouse or keyboard
perform the task you want to
automale
C. Assign a keyboard short out to the
macro
D. Give the macro a name

13 Which of the following button will allow you to add delete or change records in your Data
soruce.

A. Data source button
B. Edit button
C. Edit Data source button
D. Data editing button

14 Which of the following is not a type of page margin.
A. Left
B. Right
C. Center
D. Top



D. Top

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

16 When assigning a shortcut key to a symbol you should always try to select a key or key
combination that is.

A. Unassigned
B. Located on the ten key pad
section of your keyboard
C. Assigned to another task
D. from the same font family as the
symbol

17 What is the extension of Word files.
A. FIL
B. DOT
C. DOC
D. TXT

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

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

20 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


