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Questions

Which of the following line spacing is invalid?

A character that is raised and smaller above the baseline is known as

Which of the following is not a font style?

Borders can be applied to...

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

What is gutter margin?

MS-Word automatically moves the text to the next line when it reaches the right edge of the
screen and is called?

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

A bookmark is an item or location in document that you identify a name for future
Reference.Which of the following task is accomplished by using bookmarks?

In MS-Word shortcut SHIFT+DELETE is used to

What is a portion of a document in which you set certain page formatting options?

Using Find command in Word, we can search?

Which menu in MSWord can be used to change character size and typeface?

Answers Choice

. Multiple
Double
Triple
Single

Raised
Outlined
Capscript

. Superscript
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Bold

ltalics
Regular
Superscript
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Cells

Text

. Paragraph
. All of above
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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 ltalic formatting t the
selected text

A. Margin that is added to the left
margin when printing

B. Margin that is added to right
margin when printing

C. Margin that is added to the
binding side of page when printing
D. Margin that is added to the
outside of the page when printing

A. Carriage Return
B. Enter

C. Word Wrap

D. None of the above

A. Spelling suggestions

B. Synonyms and Antonyms words
C. Grammar options

D. All of above

A. To mark the ending of a page of
document

B. To quickly jump to a specific
location in the document

C. To add hyperlinks in a web page
D. None of These

A. Delete the selected item
permanently without placing the item
in the Recycle Bin

B. Copy the selected item

C. Rename the selected item

D. Create a shortcut to the selected
item

A. Page Setup
B. Section

C. Page

D. Document

A. characters

B. formats

C. symbols

D. All of the above

A. View
B. Tools
C. Format
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Which key should be pressed to start a new paragraph in MS-Word?

It is possible to a data source before performing a merge.

How many ways you can save a document?

Why headers and footers used in MS -Word

Background color or effects applied on a document is not visible in

Thesaurus tool in MS Word is used for...

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

V. Lata
A. Down Cursor Key

C. Shift + Enter
D. Ctrl + Enter

A. Modify
B. Sort
C. Create

oow

.4
.2
1

A. To enhance the overall
appearance of the document

B. To mark the starting of a page
C. To make large document more
readable

A. Reading View

B. Print Layout view

C. Web layout view

A. Spelling suggestions
C. None

A. Text Effects
B. Standard Toolbar

D. Character Spacing



