
Microsoft Word Quiz

Sr Questions Answers Choice

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

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

3 In MS-Word, for what does ruler help?
A. to set tabs
B. to set indents
C. to change page margins
D. All of the above

4 In MS Word to move the insertion point to the beginning of the next word command used is
A. CTRL+RIGHTARROW
B. CTRL+LEFT ARROW
C. CTRL+DOWN ARROW
D. None of these

5 What is theextensionof files created in Ms-Word 97- 2003
A. dot
B. doc
C. dom
D. txt

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 True Type Fonts
B. Embed Fonts
C. Save True Type Fonts
D. Save Fonts

7 Graphics for word processor
A. Peripheral
B. Clip art
C. Highlight
D. Execute

8 What feature helps you to inserts the contents of the Clipboard as text without any
formatting in MS Word?

A. Paste Special
B. Page setup
C. Styles
D. Format Painter

9 Thesaurus tool in MS Word is used for...
A. Spelling suggestions
B. Synonyms and Antonyms words
C. None

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

11 What is a portion of a document in which you set certain page formatting options?
A. Page Setup
B. Section
C. Page
D. Document

12 Which indent marker controls all the lines except first line?
A. Left Indent Marker
B. Right Indent Marker
C. First Line Indent Marker
D. Hanging Indent Marker

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

14 What is the default number of lines to drop for drop cap?

A. 3
B. 10

C. 15
D. 20

15 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

A. You can set different header and



16 Which of the following statement is false?

A. You can set different header and
footer for last page of a section
B. You can set different header footer
for even and odd pages
C. You can set different page number
formats for different sections
D. You can set different header
footer for first page of a section

17 Background color or effects applied on a document is not visible in
A. Reading View
B. Print Layout view
C. Web layout view
D. Print Preview

18 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

19 What is the function of Ctrl + B in Ms-Word

A. It converts selected text into the
next larger size of the same font
B. It adds a line break to the
document
C. It makes the selected text bold
D. It applies Italic formatting t the
selected text

20 A character that is raised and smaller above the baseline is known as
A. Raised
B. Outlined
C. Capscript
D. Superscript


