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Questions

Which of the following is not a font style?

What is the smallest and largest font size available in Font Size tool on formatting toolbar?

Why headers and footers used in MS -Word

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

In MS-Word, for what does ruler help?

After typing header text, how can you quickly enter footer text?

What is the function of CTRL+R in MS-Word

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.

Which indent marker controls all the lines except first line?

Graphics for word processor

What is the default left margin in Word 2003 document?

Which of the following symbol sets would be most likely to contain a mathematical symbol
such as a degree sign, greater than or equal to, or a Greek letter?

In MS Word to move the insertion point to the beginning of the next word command used is

Thesaurus tool in MS Word is used for....

Answers Choice

Bold

. Italics

. Regular

. Superscript
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8 and 72
8 and 68
.6and 72
.6 and 68
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A. To enhance the overall
appearance of the document

B. To mark the starting of a page

C. To make large document more
readable

D. To allow page headers and footers
to appear on document when it is
printed

A. Paste Special
B. Page setup

C. Styles

D. Format Painter

A. to set tabs

B. to set indents

C. to change page margins
D. All of the above

A. Click on Switch between Heder
&amp; Footer then type the text

B. Press PageDown key and type the
text for footer

. Both of above

. None of above

. Open the Print dialog box
Update the current Web page
Close the current window
None of these
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Embed True Type Fonts
Embed Fonts

Save True Type Fonts
Save Fonts

Left Indent Marker

. Right Indent Marker

. First Line Indent Marker
Hanging Indent Marker

. Peripheral
Clip art
Highlight
Execute

N

Symbol

Wingdings

. Webdings

None of the above

DOW> DOWPH TOTP DOWF DOm>

CTRL+RIGHTARROW
. CTRL+LEFT ARROW
CTRL+DOWN ARROW
. None of these

. Spelling suggestions
. Synonyms and Antonyms words
. Grammar options

owW» oW



15

16

17

18

19

20

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

Which tab in Font dialog box contains options to apply font effects?

By default, on which page the header or the footer is printed?

Which of the following line spacing is invalid?

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

Portrait and Landscape are

A. Using your mouse or keyboard,
perform the task you want to
automate

B. Give the macro a name

D. Start recording

. Text Effects
. Standard Toolbar

. Character Spacing

. on first page
. on alternate page

. none of the above

. Multiple
Double

W UOwWP UOwWP

o

Single

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

D. None of These

B. Paper Size
C. Page Layout
D. All of above



