
Microsoft Word Quiz

Sr Questions Answers Choice

1 The minimum number of rows and columns in MS Word document is
A. 1 and 1
B. 2 and 1
C. 1 and 2
D. 2 and 2

2 Which key should be pressed to start a new paragraph in MS-Word?
A. Down Cursor Key
B. Enter Key
C. Shift + Enter
D. Ctrl + Enter

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

4 In Word, the mailing list is known as the ____________
A. Data source
B. Sheet
C. Data sheet
D. Source

5 What is the smallest and largest font size available in Font Size tool on formatting toolbar?
A. 8 and 72
B. 8 and 68
C. 6 and 72
D. 6 and 68

6 Which tab in Font dialog box contains options to apply font effects?
A. Text Effects
B. Standard Toolbar
C. Font tab
D. Character Spacing

7 Portrait and Landscape are
A. Page Orientation
B. Paper Size
C. Page Layout
D. All of above

8 Which of the following is not a font style?
A. Bold
B. Italics
C. Regular
D. Superscript

9 How can you insert a sound file in your word document?

A. From insert -&gt; sound menu
option
B. From insert -&gt; file menu option
C. From insert -&gt; object menu
option
D. None of These

10 DropCap means
A. Small Caps
B. Title case
C. All Caps
D. None of above

11 How can you apply exactly the same formatting you did to another text?

A. Copy the text and click on Paste
Special tool on new place
B. Select the text then click on
Format Painter and select the new
text
C. Copy the text and paste in new
location. Then type the new text
again
D. All of above

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

13 When inserting Page number in footer it appeared 1 but you wish to show a. How can you do
that?

A. From Insert menu choose Page
Number and specify necessary
setting
B. From format menu choose bullets
and Numbering and configure
necessary setting
C. Click on Page Number Format tool
and specify required setting
D. All of above



D. All of above

14 Borders can be applied to...
A. Cells
B. Text
C. Paragraph
D. All of above

15 Which of the following is the second step in creating a macro?

A. Using your mouse or keyboard,
perform the task you want to
automate
B. Give the macro a name
C. Assign a keyboard shortcut to the
macro
D. Start recording

16 What should you do if you require pasting the same format in many places?

A. Double click the format painter
then go on pasting in many places
B. Click the format painter then go on
pasting to many places holding Ctrl
Key
C. Click the Format painter and go
on pasting in many places holding Alt
Key
D. All of above

17 What does EXT indicator on status bar of MS Word indicate?

A. It indicates whether the external
text is pasted on document or not
B. It indicates whether extended add-
ons are installed on MS Word or not
C. It indicates whether Extended
Selection mode is turned on or off
D. None of These

18 What is the function of CTRL+R in MS-Word
A. Open the Print dialog box
B. Update the current Web page
C. Close the current window
D. None of these

19 In Microsoft Word shortcut key CTRL+W is used for
A. Open the Print dialog box
B. Update the current Web page
C. Close the current window
D. None of these

20 Using Find command in Word, we can search?
A. characters
B. formats
C. symbols
D. All of the above


