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301. DVD Stands For: ?
A. Digital Versatile Disk
B. Digital Versatile Drive
C. Digital volume disk
D. Digital Video drive
302. Shortcut key to open Font dialog box is

A. Ctrl+Shift+D
B. Ctrl+Alt+ D
C. Ctrl+D
D. Alt+D
303. Who was the World first Computer
Programmer?
A. Niklaus Wirth
B. Ada Lovelace
C. Bill Gates
D. Dennis Ritchie
304. Which shortcut key is used for calculating

current sheet in Ms Excel?
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A. Ctrl+F9

B. Shift+F9

C.F9

D.F7

305. Which technology provides a solution for PC
virtualization?

A. Hyper-Visor

B. Server Clustering

C. Terminal Services

D. RAID

306. Shortcut to insert new slide in the current

presentation is
A. Ctrl+N

B. Ctrl+M

C. Ctrl+O

D. Ctrl+D

E. None

307. is the shortcut key to select the entire

row in Excel.
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A. Alt + Space bar

B. Shift + Space bar
C. Ctrl + Space bar
D. None

308. is the shortcut key to select the entire
column in Excel.
A. Alt + Space bar

B. Shift + Space bar

C. Ctrl + Space bar

D. None

309. Shortcut key to insert a new worksheet in
Excel is

A. Shift + F8

B. Shift + F9

C. Shift + F10

D. Shift + F11

«310. is the largest computer.
f A. Mini Computer

B. Micro Computer

C. Mainframe Computer

D. Super Computer
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“311. is the shortcut key to display active

cell in Excel.

A. Shift + Backspace

B. Ctrl + Backspace

C. Alt + Backspace

D. None

312 HDMI stands for

A. High-Definition Multimedia Input

B. High-Density Multichip Interconnect

C. High-Definition Multimedia Interface
D. High-Definition Multichip Interconnect
313. Bitis also called
A. Small

B. Character

C. Byte

; D. Binary Digit
314. Website is a
A. Data

B. Address
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C. Search engine
D. None
315. API stands for
A. Algorithmic Protocol Interface

B. Adapter Protocol Interface

C. Application Programming Interface
D. Accellerated Programming Interface
316. DMA stands for
A. Direct Module Access

B. Distinct Module Access

C. Direct Memory Access
D. Direct Memory Allocation
317. Which of the following is the largest storage?
A. Megabyte

B. Petabyte

C. Kilobyte

D. Terabyte

E. Gigabyte

318 Printer is an
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-319.

- 320.

“321.

A. Input device

B. Software

C. Output device

D. None of above

SATA stands for

A. Student Athletic Training Association

B. Specialized Assault Tactical Androids

C. Serial Advanced Technology Attachment
D. Student Air Travel Association

Compilers and interpreters are

themselves: ?

A. High-level language

B. Codes

C. Programs

D. Mnemonics

Which is another name for functional
language?

A. Machine

B. Application language

{ 101-296 }



i i 7 ) ) . ) 7 ) 7 ) d ) ) i DAd
Visit “awazeinqilab.com” the largest website to Download any subject MCQs and Notes for free

C. Low-level language
D. High-level language
322. HDD stands for
A. High Density Disk
B. Heavy Duty Diesel
C. Heating Degree Days
D. Hard Disk Drive
323. Programs designed to perform specific task is

known as

A. System software

B. Application software

C. Utility programs
D. Operating system
324. Which of the following is machine
independence program?

A. High level language

B. Low level language

C. Assembly language

D. Machine language

325. PDA stands for
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A. Personal Digital Assistant

B. People’s Digital Assistant

C. Personal Data Assistant

D. People’s Data Assistant

326. ____computers are also called personal
computers.

A. Super Computers

B. Mini Computers

C. Micro Computers

D. Mainframe Computers

327. When was the first electro-mechanic
Computer developed?

A. 1880

B. 1944

C. 1960

:; D. 1980

328. FDD stands for

A. Flight Dynamics Division

B. Feature Driven Development
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C. Floppy Disk Drive
D. Frequency Division Duplex
329. The arranging of data in a logical sequence is

called

A. Classifying

B. Sorting

C. Summarizing
D. Reproducing
330. BCD stands for

© A Bit Coded Decimal
B. Binary Coded Digit

C. Bit Coded Digit
D. Binary Coded Decimal

331. RJ5 UTP cable has _____ cables.

A. 2 pair

B. 3 pair

C. 4 pair

D. 5 pair

332. Word length of a personal computer is
A. 4 bits

B. 8 bits
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C. 16 bits
D. 64 bits
333. Shortcut key to double underline the selected
textis
A. Ctrl + Alt+ D
B. Shift + Alt + U
C. Ctrl + Shift + U
D. Ctrl + Shift+ D
334. NIC stands for
A. Network Information center
B. Network Identity Card
C. Network Interface Card
D. Network Internet Card
335. Which generation of computer is still under
development?
A. Fourth Generation
B. Fifth Generation
C. Sixth Generation
D. Seventh Generation

336. LED stands for
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A. Light Emission Digit
B. Light Emitting Diode
C. Light Emission Depot
D. Light Emission Direct
337. What is an interpreter?
A. An interpreter does the conversion line by
line as the program is run. :
B. An interpreter is the representation of the
system being designed.
C. An interpreter is a general purpose language
providing very efficient execution.
D. None of these
338. Shortcut to quit Microsoft Word, Powerpoint,
Access, Excel etc is
A. Alt + F4
B. Ctrl + W
C. Shift + F4
X D.Alt+W
339. Abacus was the first
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A. Electronic computer

B. mechanical computer

C. electronic calculator
D. mechanical calculator
340. ASP stands for
A. Active Start Pages

B. Action Start Pages

C. Active Server Pages

D. Active Standalone Pages
“341. Which file format can be added to a
PowerPoint show?

A. Jjpg

B. .giv

C..wav

D. All of the above
342. Who is the father of personal computer?
A. Edward Robert

B. Allen Turing

C. Charles Babbage
D. None of these
343. GPSstandsfor___ ?
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“344.

« 345,

346,

A. Grade Positioning System

B. Global Post System

C. Guarantee Positioning System
D. Global Positioning System

Physical structure of computer is called

?

A. Software

B. Hardware

C. Human ware

D. All of these

The effect applied to display when slides
changes in slide show viewis___ ?
A. Custom Animation

B. Slide Animation

C. Slide Transition

D. Custom Transition

The first web browseris____ ?

A. Mosaic

B. Netscape
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C. Internet explorer

D. Collabra

347. How to start slide show of a presentation?
© A HitF5 key

B. From Slide Show menu choose View Show
option

C. From Slide Show menu choose Rehearse
timing

D.Botha &b

348. Which of the following is/ are operating
systems?

A. Windows

B. Unix

C.0S/2

D. All of these

349. USB stands for___ ?

A. Uniform Serial Bus

B. Uniform System Bus

C. Universal Serial Bus

D. Universal System Bus
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+350.

351

1352,

~ 353,

is system software to facilitate

editing of text and data?

A. MS Word
B. Editors ....

c. PowerPoint

D. MS publisher

A fixed territory in which authority can be
exercised is?

A. juristic

B. jurisdiction

C. jurisprudence

D. juristic

To insert a hyperlink in a slide

A. Choose Insert >> Hyperlink

B. Press Ctrl + K

C. Hyperlinks can’t be inserted in slides
D.Botha &b

Pressing F8 key for three times selects

?

A. A paragraph
B. A word
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1354,

- 355.

£356.

C. A sentence

D. A whole page

E. None

Which file is responsible to start MS word?
A. Win.exe

B. Word.exe

C. Winword.exe

D. None

VLSI stands for ?

A. Very Large Scale Immunisation

B. Very Large Scale Integration

C. Very Large Scale Industry

D. Very Low Scale Immunisation

The PowerPoint view that displays only text
(title and bullets) is?

A. Slide show

B. Slide sorter view

C. Notes page view

D. Outline view
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~357.

~358,

£359.

- 360.

Collection of characters, numbers and
symbols is?

A. Data

B. Keyboard

C. Monitor

D. Ram

ANSI standsfor____ ?

A. Asian Narcotics Standards Institute

B. American National Standards Institute
C. Asian National Standards Institute

D. American Narcotics Standards Institute
How to remove all character formats in MS
Word?

A. Shift + Spacebar

B. Shift + Enter

C. Ctrl + Spacebar

D. Ctrl + Enter

How many ways you can save a document?
A.3

B. 4
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C.5

D.6

361. What is the default number of lines to drop
fordropcapis___ ?

A.3

B.7

C.10

D.15 ;
362. How many different positions can you set for
drop cap?
A. 1

B. 2

C.4

D.6

363. Single spacing in MS-Word document causes
____point line spacing?

A. 10

B.12

C.14

D. 16
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364. What is the smallest width of a column in MS
Word?
A. 0"
B. 0.5"
C.1"
D.1.5"
365. WhatsApp was founded in 9 by: ?

A. Brian Acton
B. Jan Koum
C. Mark Zuckerberg
D.Both A & B
366. How many columns can you insert in a word
document in maximum?
A. 35
B. 45
C.55
D. 63
367. In MS Word, What is the maximum scale

percentage available in scale drop down box?
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A. 400
B. 100
C. 150
D.200
E. 300 \
368. Shortcut key to split a table is ?

A. Ctrl + Alt + Enter

B. Ctrl + Shift + Enter

C. Alt + Shift + Enter

D. Alt + space + Enter

369. COBOL stands for ?

A. Common Book Oriented Language

B. Common Basic Oriented Language

C. Common Boot Oriented Language

D. Common Business Oriented Language
370. What is the maximum number of columns
that can be inserted in MS Word Table?

A. 35
B. 45
C. 55
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D. 63
E. 65

371. CD stands for _?

A. Composite Disk

B. Company Disk

C. Compact Disk

D. Criteria Disk

372. You can detect spelling and grammar errors
by ?

A. Press Shift + F7

B. Press Ctrl + F7

C. Press Alt+ F7

D. Press F7

373. KBstandsfor ______ ?
A. Kernel Boot

B. Kit Bit

C. Kilo Byte

D. Key Block

374. FTP standsfor_____ ?

A. Fix Transfer Protocol

B. File Transfer Procedure
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C. File Transfer Protocol

D. First Transfer Protocol
375.BMP standsfor _____ ?

A. Byte map

B. Bit map

C. Byte map process

D. Bit map process

- 376. FORTRAN stands for ____?
A. Formula transistor

B. Formula translation

C. Formula train network

D. Formula translation network
377. DVlIstandsfor ______ ?

A. Digital Video Internet

B. Digital Video Interface

C. Disc Video Interface

D. Disc Video Internet

378. RTF standsfor____ ?

A. Right Text Format

B. Read Text Format
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~379.

£380.

- 381.

«382.

C. Rich Text Format

D. Royal Text Format

LCD standsfor_____ ?
A. Liquid Clear Display

B. Light Clear Display

C. Light Crystal Display

D. Liquid Crystal Display
AGP standsfor____ ?

A. Accelerated Group Part

B. Advanced Graphics Port

C. Accelerated Graphics Port
D. Advanced Group Part

ADF standsfor  ?

A. All Disc Feeder

B. Automatic Document Feeder
C. Automatic Document Finder

D. Automatic Disc Finder

SWF stands for____ ?

A. Shut Wave Flash

B. Shock Wave Player
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C. Shock Wave Flash
D. Shut Wave Flash
~383. PHP stands for ?

A. Processor Hypertext Program
B. Hypertext Preprocessor

C. Pre Hypertext Processor

D. Pre Processor Hypertext

384. CRT stands for ___?

A. Crystal Ray Tube

B. Cathode Ray Tube

C. Cabin Ray Tube

D. Carbon Ray Tube

385. PDF standsfor ______ ?

A. Printed Document Format

B. Public Document Format

C. Portable Document Format
D. Published Document Format
386. MAC stands for _____

A. Mass Access Control

B. Media Access Control
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~387.

£388.

£389.

C. Mass Access Carraige

D. Media Access Carraige
IPstandsfor_____ ?

A. Intranet Process

B. Internet Process

C. Intranet Protocol

D. Internet Protocol

ASCII standsfor ____ ?

A. American Standard Code for Inked
Information

B. American Standard Code for Information Inked
C. American Standard Code for Information
Interchange

D. Asian Standard Code for Information
Interchange

ISDN stands for _____ ?

A. Integrated Service Digital Network

B. Intelligent Service Digital Network

C. Integrated Service Double Network

D. Integrated Secure Digital Network
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~390.

“391.

1392

-393.

£304,

NOS stands for ?

A. New Operating System

B. Network Operating Source
C. Network Operating System
D. Network Original System

TCP standsfor____ ?

A. Transmission Centric Protocol

B. Transfer Control Protocol

C. Transmission Control Protocol

D. Transmission Control Process

HTML standsfor  ?

A. Hyper Text Magic Line

B. Hyper Text Markup Line

C. Hyper Text Markup Language

D. High Text Markup Language
ANSIstandsfor___ ?

A. American Nation Standard Instruction Codes
B. American National Standard Institute
C. Asian National Standard Instruction Codes

D. Asian Nations Standard Instruction Codes

COMPUTER stands for ?
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~395,

£396.

1397,

A. Competent Operated Machine Particularly
Used for Technical Education and Research

B. Commonly Operated Machine Particularly
Used for Technical Education and Research
C. Commonly Operated Machine Particularly
Used for Trade Education and Research

D. Commonly Operated Machine Particularly
Used for Technical Electron and Research
MODEM standsfor _ ?

A. Modulation And Demodulation

B. Modulator And Demodulator

C. Modulator And Electronic Demodulator

D. Modulator Or Digital Electronic Demodulator
A combination of bitiscalled ____ ?

A. Byte

B. Nibble

C. Gega Byte

D. Mega byte

In Excel which Key is used to select entire

row?
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A. Ctrl+Space

B. Shift+Space

C. Alt+Space

D. None of these

398. In Excel which key is used to select entire
column?

A. Ctrl+Space

B. Shift+Space

C. Alt+Space

D. None of these
399. Which Key is used to enter the current date in
Excel?
A. Ctrl+:

B. Ctrl+;

C. Ctrl+Shift+:

D. Ctrl+Shift+;

400. How many menus has a calculator in the

: windows?

A. Three
B. Five
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“401.

“402.

2403.

C. Four

D. Two
WINDOWS stands for ?

A. Wide interactive Network Development for
Office work solution
B. World interactive Network Development for
Office work solution

C. Wide internet Network Development for Office
work solution
D. Wide interact Network Development for Office
work solution
IMEl standsfor  ?

A. International Mobile Equipment Information
B. International Mobile Equipment Identity
C. International Mobile Educational Identity

D. International Machine Equipment Identity
Which Kkey is used to edit the selected cell in
excel?

A. F4

B.F10

{ 124-296 }



a - ) I

Visit “awazeingilab.com” the largest website to Download any subject MCQs and Notes for free :

“404.

£ 405.

 406.

C.F2

D. Edit

The hardware parts of computerare _ ?
A. Firmware components

B. Physical components

C. Logical components

D. All of these

Which of the following basic action is
performed with the help of mouse in the
word’s environment?

A. Double click

B. Drag and point

C. Single click

D. All of these

In Excel which key is used to Open the Format
Cells window?
A. Ctrl+F10

B. Ctrl+6

C. Ctrl+F1

D. Ctrl+1
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407.

“408.

£ 409,

410,

Which Kkey is used to create chart from
selected data in excel?

A. F11

B.F1

C.F10

D.BothA&B

Which key is used for find in excel?

A. CTRL+C

B. CTRL+F

C. ALT+SHIFT+D

D. ALT+SHIFT+F

YAHOO standsfor ______ ?

A. Yet Another Hierarchical Officio Oracular

B. Yahoo Another Hierarchical Officious Oracle
C. Yet Another Hierarchical Officious Oracular
D. Yet Another Hierarchical Officious Oracle

PSTN stands for ?

A. Process Switched Telephone Network
B. Public Switched True Network

C. Public Serial Telephone Network

D. Public Switched Telephone Network
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“411.

“412.

“413.

414,

In Microsoft Word, Ctrl+1 is used for which of -
the following?
A. To set 1.5 line spacing
B. To set 0.5 line spacing
C. Double line spacing

D. Single line spacing
Which of the following color graphics display
has the highest resolution?
A. HCA

B. EGA

C. CGA

D. VGA

Which of the following contains the control
panel program in the start menu?

A. Program

B. Help

C. Run

D. Settings
Which of the following shortcut key is used to

close the program?
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- 415.

4.

417,

A. Crt+F3

B. F4

C. Shif+F4

D. Alt+F4

URL standsfor____ ?

A. Uniform Retention Location
B. Uniform Resource Locator
C. Universal Resource Locator
D. Uniform Retention Locator
JPEG standsfor___ ?

1

A. Joint Photo Electronic Group

B. Joint Picture Electronic Group

C. Joint photographic experts group
D. Joint Picture Expert Group

Which key is used to insert new worksheet in
excel?
A. Alt+F2
B. Alt+F1
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C. Alt+Shift+F1

: D. Alt+Shift+F2

418. Dot-matrix is a type of?

A. Printer

B. Disk

C. Tape

D. Bus

419. FM standsfor ______ ?

A. Frequent Modulation

B. Frequency Modulation
C. Frequency Method

D. Frequency Molecules

420. Which shortcut Key is used to Fill Down?
© A CTRL+D

B. CTRL+T

C. ALT+D

D.ALT+D

421. CPU is an exampleof ____ ?
A. Software

B. A program
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“422.,

423,

“424,

C. An output unit

D. Hardware

In Excel which Key is used to open the excel
formula window?

A. Shift+F6

B. Shift+F3

C. Alt+Shift+F3

D. Alt+Shift+F6

FAT standsfor _ ?

A. Frequent Allocation Table

B. File Allocated Table

C. File Allocation Table

D. File Allocation Theory

A network which is used for sharing data,
software and hardware among several users
owning microcomputers is called ?
A. WAN

B. MAN

C.LAN

D. VAN
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425,

- 426.

“427.

The speed of communications between any
two devices on the Ethernet LAN is ?
A. 10 Mbps

B. 100 Mbps

C. 10000 Mbps

D. BothAand B

BASICstandsfor___ ?

A. Basic All Purpose Symbolic Instruction Codes
B. Beginners All Purpose Symbolic Instruction
Codes :
C. Beginners All Purpose Symbolic Intelligent
Codes

D. Beginners Anti Purpose Symbolic Instruction
Codes

XML standsfor  ?

A. Extensible Meria Letters

B. Extensible Media Language

C. Xtensible Markup Language

D. Extensible Markup Language
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“428.

429,

~430.

~431.

In Excel which Key is used for create a
formula to sum all of the above cells?
A. Ctrl+=

B. Alt+-

C. Alt+=

D. Ctrl+-

In Excel which Key is used for format number
in comma format?
A. Ctrl+Shift+1

B. Ctrl+Shift+4

C. Ctrl+1

D. Shift+1

SQL stands for ?

A. Straight Query Langauge
B. Structured Query Langauge
C. Structured Query Laison

D. Structured Query Linear

Which of the following tab is not present in
the control panel program in the start menu?
N Wek
B. Index
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“432.

1433,

-434,

C. Search

D. Contents
ARPstandsfor___ ?

A. Address resolution protocol
B. Allied resolution protocol

C. Address resolution process

D. Address rectification protocol
In Excel which key is used for format number
in currency format?
A. Ctrl+Shift+1

B. Ctrl+Shift+4

C. Ctrl+1

D. Shift+1

In Excel which key is used for format number
in date format?
A. Ctrl+Shift+6
B. Ctrl+Shift+4
C. Ctrl+Shift+3
D. Shift+1
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435. In Excel which Kkey is used for format number
in percentage format?
A. Ctrl+Shift+6
B. Ctrl+Shift+3
C. Ctrl+Shift+5
D. Ctrl+1
436. In Excel which key is used for format number
in scientific format?
A. Ctrl+Shift+6
B. Ctrl+Shift+3
C. Ctrl+Shift+5
D. Ctrl+Shift+4 |
437. In Excel which key is used for format number
in time format?
A. Ctrl+Shift+6
B. Ctrl+Shift+3
C. Ctrl+Shift+5
- D. Ctrl+Shift+2
438. CC stands for ?
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A. Cut Copy

B. Common Copy

C. Combined Copy

D. Carbon Copy

439. BCC stands for ?

A. Binary Common Copy

B. Basic Carbon Copy

C. Blind Carbon Copy

D. Business Common Copy
440. WWWW stands for ?
A. World Wide Web Wireless

B. World Wide Web Worm

C. World Wide Wonderful Wine
D. World Wide Web Wrestling

441. WMA stands for ?

A. Windows Medium Audio
B. Windows Media Video

C. Windows Media Audio

D. Windows Medium Video
442. DHCP stands for ?
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- 443.

444,

“44s.

“ 446.

A. Dynamic Host Control Protocol

B. Dynamic Host Configuration Protocol
C. Digital Host Configuration Protocol

D. Digital Host Control Protocol

ACL stands for ?

A. Access Control List

B. Access Central List

C. Access Check List

D. Adoptic Control List

GIF standsfor ______ ?

A. Graphic Interchangeable File
B. Graphic Internet File

C. Graphic Interchangeable Format
D. Graphic Internet Format
DSLstandsfor_____ ?

A. Disc Super Line

B. Digital Subscriber Line

C. Digital Super Line

D. Disc Subscriber Line

PNG stands for ?
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A. Portable Network Graphic
B. Portable Network Group

C. Project Network Graphics

D. Plain Network Graphics

447. ALU standsfor ______ ?

A. Arithmetic Longest Unit

B. Arithmetic Logic Unit

C. Arithmetic Longest United
D. None of these

448. Window Kkey + F1

A. show system properties

B. Help

C. Show Desktop (toggle)

D. Run

449. Which Kkey is between the Ctrl and Alt keys?
© A Shift

B. Enter

C. Window

D. Space bar

£ 450. Window key + U
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A. Show system properties
B. Utility Manager

C. Show Desktop (toggle)
D. Lock Desktop

*451. Window key + M

A. Show system properties
B. Help

C. Find Computers

D. Minimize all applications
~452. Window key + E

A. Windows Explorer

B. Utility Manager

C. Show Desktop (toggle)
D. Run

453. Window Kkey + D

A. Show system properties
B. Find Computers

C. Show Desktop (toggle)
D. Lock Desktop

454. Window key + F
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A. Show system properties

B. Find Computers

C. Find files or folders

D. Run

Window key + L

A. Windows Explorer

B. Help

C. Show Desktop (toggle)
D. Lock Desktop
456. Window Kkey + Ctrl + F

A. Find Computers
B. Find files or folders

C. Show Desktop (toggle)

D. Ru

Window key + Shift + M

A. Minimize all applications

B. Utility Manager

C. Un-Minimize all applications

D. Show system properties
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458. When you press the key by itself, it opens

and closes the Start menu?
A. Ctrl

B. Shift

C. Alt

D. Window

E. None
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8 Bits make up a ?
A. Byte
B. Megabyte
C. Kilobyte
D. None
is a process of encoding data and

information into an unreadable form?
A. Encryption

B. Formatting

C. Transmission

D. Spooling

The______is firmware that contain a
computer’s startup instruction.

A. POST

B. BIOS

C. CMOS

D. DIOS

In Microsoft PowerPoint two Kind of sound
effects files that can be added to the

presentation are?
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A. .wav files and .mid files

B. .wav files and .gif files

C. .wav files and .jpg files

D. .jpg files and .gif files

463. In Microsoft PowerPoint Material consisting
of text and numbers is best presented as:

A. bullet slide

B. table slide

C. title slide

D. All of the above

464. What is a motion path in Microsoft
PowerPoint

A. A type of animation entrance effect

B. A method of advancing slides

C. A method of moving items on a slide

D. All of the above

465. What is a Slide-title master pair in Microsoft
PowerPoint?

A. The title area and text area of a specific slide

B. A slide master and title master merged into a
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single slide

C. A slide master and title master for a specific
design template
D. All of above

466. Which of the following should you use if you
want all the slide in the presentation to have
the same “look” in Microsoft PowerPoint?

A. the slide layout option

B. add a slide option

C. outline view

D. a presentation design template

467. in the context of animations, what is a trigger
in Microsoft PowerPoint?
A. An action button that advances to the next

slide

B. An item on the slide that performs an

action when clicked

C. The name of a motion path

D. All of above
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468. If you have a PowerPoint show you created
: and want to send using email to another
teacher you can add the show to your email

message as a (an) ?

A. Inclusion
B. Attachment
C. Reply
D. Forward
469. In MS PowerPoint if you want to edit a chart,
you can:
A. Triple click the chart object
B. Click and drag the chart object
C. Double click the chart object
| D. Click the chart object
470. to preview a motion path effect using the
custom animation task pane, you should
A. click the play button
B. click the show effect button
C. double click the motion path

D. all of above
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Keyboard used with personal Computer
have keys?

A. 84 to 85 keys

B. 101 to 105 keys

C.botha &b

D. none of these

All the output which is Printed on a paper is
called ?

1

A. Soft Copy

B. Hard Copy

C.BothA&B

D. None of these

The output received on the display screen or
in the audio or video formiscalled__ ?

A. Hard Copy

B. Soft Copy

C. Light copy

D. None of these
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The Keys on the top of keyboard as F1,
F........ F1 are called ?

A. Enter keys

B. Lock keys

C. Insert keys

D. Function keys

The Speed of CPU is measuredin____ ?
A. megahertz

B. gigahertz

C.BothA&B

D. None of these

When was MS Windows operating system
introduced?

A. 1975

B. 1985

C. 1990

D. 2000

Which of the following are word processing

software?
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A. WordPerfect

B. Wordpad

C. MS Word

D. All of above

479. What are inserted as cross-reference in
Word?

A. Placeholders

B. Bookmarks

C. Objects

D. Word fields

480. Shimmer, Sparkle text, Blinking Background
etc. are known as ?

A. Word art

B. Font styles

C. Text effects

x D. Font effects

481. The feature of Word that automatically
adjusts the amount of space between certain

combination of characters so that an entire
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word looks more evenly spaced. What is that
feature called?

A. Spacing

B. Kerning

C. Positioning

D. Scaling

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

A. Raised

B. Outlined

C. Capscript

D. Superscript
MS-Word automatically moves the text to the
next line when it reaches the right edge of the
screen and is called?
A. Carriage Return

B. Enter

C. Word Wrap

D. None of the above
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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

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

A. View

B. Tools

C. Format

D. Data

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

Which option in File pull-down menu is used

to close a file in MS Word?
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A. New

B. Quit

C. Close

D. Exit

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 tho selected text bold

D. It applies Italic formatting t the selected text

Graphics for word processor is ?

A. Peripheral

B. Clip art

C. Highlight

D. Execute

What is the extension of files created in Ms-
Word 97-7?

A. dot

B. doc
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C.dom
D. txt
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

Which shortcut Key is used to spell check in
Microsoft Word?

A.F1

B. F2

C.F7

D. F9

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

A. CTRL+RIGHT ARROW

B. CTRL+LEFT ARROW
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C. CTRL+DOWN ARROW

D. None of these

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

A.3

B. 10

C.15

D. 20

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

A. From insert -> sound menu option

B. From insert -> file menu option

C. From insert -> object menu option

D. None of These

What do you mean by vertical separation
between columns?

A. Orientation

B. Gutter

C. Margin

D. Index
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Pressing F8 key for three times

selects ?

A. A paragraph

B. A sentence

C. A word

D. Entire document

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

A. It indicates whether the external text is pasted -
on document or not ﬁ
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

Which of the following is not valid version of
MS Office?

A. Office 2003

B. Office Vista
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C. Office 2007

D. None of these

Why Drop Caps are used in document?

A. To drop all the capital letters

B. To automatically begin each paragraph with
capital letter
C. To begin a paragraph with a large dropped
initial capital letter
D. None of These

What is place to the left of horizontal scroll
bar?

A. Indicators

B. View buttons

C. Tab stop buttons

D. Split buttons

If you want to keep track of different editions
of a document which features will you use?
A. Editions

B. Versions
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C. Track Change
D. All of above

503. Borders can be applied to ?
A. Cells

B. Text

C. Paragraph
D. All of above
504. Which of the following is not a type of page
margin?

A. Right

B. Center

C. Left

D. Top

505. Portrait and Landscape are ?

A. Page Orientation
B. Paper Size
C. Page Layout
. D. All of above
506. Which of the following is not a font style?
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A. Bold

B. Italics

C. Regular

D. Superscript

What does EXT indicator on status bar of
Microsoft 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 above

Thesaurus tool in MS Word is used

for ?

A. Grammar options
B. Spelling suggestions
C. Synonyms and Antonyms words

D. All of above
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to do ?

A. Type a biography

B. Maintain an inventory

C. Do a computer search in media center

D. Keep an account of money spent

What happens when you click on Insert >>
Picture >> Clip Art?

A. Itinserts a clip Art picture into document
B. It lets you choose clip Art to insert into
document

C. It opens Clip Art taskbar

D. None of the above

To AutoFit the width of column?

A. Double click the left border of column

B. Double click the right border of column
C. Double click the column header

D. All of above &
After typing header text, how can you quickly

enter footer text?
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1

A. Click on Switch between Header & Footer
then type the text

B. Press PageDown key and type the text for
footer

C. Both of above

D. None of above

To Open Columns dialog box quickly in
Microsoft Word:

A. double click the space between area on
ruler

B. double click the right margin in ruler

C. double click on the left margin area of ruler
D. All of above

in Microsoft Word the Text boundary can be
displayed or hidden from?

A. Customize from Tools menu

B. Auto text option from Insert menu

C. Options from Tools menu

D. All of above
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MS Office provides help in many ways, which
of these is one of them?

A. Help menu

B. What is this?

C. Office Assistant

D. All of the above

Which of the following is not of the merge
process in Microsoft Word?

A. Sort the data source records

B. Merge the two files to print or create a new
document

C. Edit a data source

D. Format a main document

Which of the following is not the part of
standard office suite?

A. Database

B. File manager

C. Image Editor

D. Word Processor
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Which of the following option in File pull
down menu is used to close a MS Word
document?

A. Exit

B. Close

C. Quit

D. New

In Microsoft Word the Superscript, subscript,
outline, emboss, engrave are knownas____ ?
A. Font effects
B. Text effects

C. Font styles

D. Word art

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?

A. Symbol

B. Wingdings
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C. Webdings

D. None of the above
Where can you change the vertical alignment
in Microsoft Word?
A. Paragraph dialog box

B. Formatting toolbar

C. Page Setup dialog box

D. Standard toolbar

Which of the following statement is false in
Microsoft Word?

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
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523. In Ms Word, 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
524. Which option is not available in Insert Table
Autofit behavior in Ms Word?
A. Fixed Column Width
B. AutoFit to Contents
C. AutoFit to Column
D. AutoFit to Window
525. A bookmark is an item or location in
f document that you identify as a name for
future reference. Which of the following task

is accomplished by using bookmarks?
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A. To mark the ending of a paragraph of
document

B. To add anchors in web page

C. To add hyperlinks in webpage

D. To quickly jump to specific location in
document

Why Drop Caps are used in document in Ms
Word?

A. To drop all the capital letters

B. To automatically begin each paragraph with
capital letter ’
C. To begin a paragraph with a large dropped
initial capital letter
D. None of above

in Ms Word A character that is raised and
smaller above the baseline is known

as ?

A. Superscript
B. Raised
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C. Outlined
D. Subscript
In Ms Word, What is the maximum number of
lines you can set for a drop cap?
A.3

B.10

C.15

D. 20

How can you disable extended selection mode
in Ms Word?
A. Press Del to disable

B. Press F8 again to disable

C. Press Esc to disable

D. Press Enter to disable

If you need to change the typeface of a
document, which menu will you choose in Ms
Word?
A. Edit
B. View
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C. Format

D. Tools

What is gutter margin in Ms Word?

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
The minimum number of rows and columns
in Microsoft Word document is ?
A.1and 1

B.2 and 1

C.1and?2

D. 2 and 2

Selecting text means, selecting?
A. aword

B. an entire sentence
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C. whole document

D. any of the above

Using Find command in Ms Word, we can
search?

A. characters

B. formats

C. symbols

D. All of the above

Which bar is usually located below that Title
Bar that provides categorized options in Ms
Word?

A. Menu bar

B. Status Bar

C. Tool bar

D. Scroll bar

What is the function of CTRL+R in Microsoft
Word?

A. Open the Print dialog box

B. Update the current Web page

C. Close the current window
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D. None of these

537. Why headers and footers used in Microsoft
Word Document?

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
538. In Microsoft Word the shortcut
© SHIFT+DELETE is used to ?

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

539. In Microsoft Word, Macros are ?
A. Small programs created in MS-Word to

automate repetitive tasks by using VBA
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B. Small add-on programs that are installed
afterwards if you need them

C. Programming language that you can use to
customize MS-Word

D. Large tools in Word such as mail merge

In Microsoft Word, A template

stores: ?

A. Graphics, text, styles, macros

B. Customized word command setting

C. Auto text entries

D. All of above

Which of these toolbars allows changing of
Fonts and their sizes in Microsoft Word?
A. Standard

B. Formatting

C. Print Preview

D. None of these

Where can you find the Draw Table tool

button in Microsoft Word?
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A. Formatting toolbar

B. Drawing toolbar

C. Standard toolbar

D. Tables and Formatting toolbar

543. There can be many ways to insert page

number in a document. Which of the following
lets you insert page number in Ms Word? :
A. Page number from Insert menu

B. Footnote from Insert menu

C. Page Setup from file menu

D.Botha&c

544. You wished to justify text over the height of
paper, which option will you choose in Ms
Word?

A. From formatting toolbar

B. Page Setup from File menu

C. Font from Format menu

x D. Paragraph from Format menu

545. Which of the following command is not

available in Tools menu in Ms Word?
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A. Auto summarize

B. Macro

C. Auto correct

D. Auto text

In Microsoft Word, You can jump to the next

column by ?

A. Press Alt + Down-arrow

B. Clicking with your mouse on the next column
C. Both of above

D. None of Above

Columns dialog box can be opened

from ?

A. Press Alt + O + C

B. Format menu Columns submenu

C. Double click on column space in ruler
D. All of above

Which of the following is used to create
newspaper style columns in Ms Word?
A. Format Columns

B. Table Insert Table
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C. Format Tabs

D. Insert Textbox

Which of the following can NOT be used to
create parallel style column in Ms Word?
A. Insert Textbox

B. Table Insert Table

C. Format Tabs

D. Format Columns

What is the maximum number of lines you
can set for lines to drop box in Ms Word?
A.3

B.5

C.10

D.15

How many different positions can you set for
drop cap in Ms Word?
A. 1

B. 2

C.3

D. 4
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In Ms Word, Which of the following option is
not available in Insert >> Picture?

A. Chart

B. Graph

C. Clip Art

D. Word Art

Which operation you will perform if you need
to move a block of text?
A. Copy and Paste

B. Paste and Cut

C. Cut and Paste

D. Paste and Delete

In Ms Word, On which toolbar can you find
Format Painter tool?

A. Formatting toolbar

B. Picture Toolbar

C. Drawing Toolbar

D. Standard toolbar
What should you do if you require pasting the

same format in many places?
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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

Which of the following line spacing is invalid
in Ms Word?

A. Multiple

B. Double

C. Triple

D. Single

How can you apply exactly the same
formatting you did to another text in Ms
Word?
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
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C. Copy the text and paste in new location. Then
type the new text again

D. All of above

DropCap means ?

A. Small Caps

B. Title case
C. All Caps

D. None of above

It is possible to a data source before

performing a merge in Ms Word?.
A. Modity

B. Sort

C. Create

D. all of the above

In Ms Word, the mailing list is known as the

A. Data source

B. Sheet
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C. Data sheet

D. Source

If you will be displaying or printing your
document in Ms Word 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

In Ms Word the AutoCorrect was originally
designed to replace words as you
type.

A. Grammatically incorrect
B. Short, repetitive
C. Misspelled

D. None of the above

In Ms Word AutoCorrect was originally
designed to replace words as you
type.
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A. Grammatically incorrect

B. Short, repetitive

C. Misspelled

D. None of the above
564. Updated by: Muhammad Irfan Qadiré

From which menu you can insert Header and

Footer in Microsoft Word?

A. Format menu

B. View Menu

C. Tools Menu

D. Insert Menu

What is the shortcut-key for manual line

break in Ms Word?

A. CTRL + Enter

B. Alt + Enter

C. Shift + Enter

D. Space + Enter

Which feature helps you to inserts the

contents of the Clipboard as text without any

formatting in Ms Word?

{ 176-296 }



a - ) I

Visit “awazeingilab.com” the largest website to Download any subject MCQs and Notes for free :

“568.

£569.

- 570.

A. Paste Special

B. Format Painter

C. Page Setup

D. Styles

What is the use of “All Caps” feature in
Microsoft Word?

A. It changes all selected text into Capital
Letter

B. It adds captions for selected Image

C. It shows all the image captions

D. None of the above

How Microsoft Word will respond in repeated
.
A. A Red wavy line under the repeated word
B. A Green wavy line under the repeated word
C. A Blue wavy line under the repeated word

D. None of the above

Which of the following is correct regarding

Underline in MS-Word?
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A. Color of Underline can be change

B. Style of Underline can be change

C. Underline can be set using by shortcut key
D. All of the above

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

A. Page Setup

B. Section

C. Page

D. Document

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
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B. Give the macro a name

C. Assign a keyboard shortcut to the macro
D. Start recording

What is the default font size of a new Word
document based on Normal template?

A. 9 pt

B.12 pt

C. 14 pt

D. None of above

What is the default font used in MS Word
document?

A. Times New Roman

B. Arial

C. Algerian

D. None of the above

Which tab in Font dialog box contains options
to apply Font effects?
A. Text Effects

B. Standard Toolbar
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C. Font tab

D. Character Spacing
If you need to Double Underline a Word, how
will you do that?
A. From Format menu choose Font option and
then from Font tab open Underline Style and
select Double Underline

B. Go to Format menu and then Font option. Open
Underline Style and choose Double Underline
C. Click double underline tool on formatting
toolbar

D. Select the text then choose Format >> Font
and on Font tab open Underline Style and
choose Double Underline

Which indent marker controls all the lines
except first line?

A. Left Indent Marker

B. First Line Indent Marker

C. Right Indent Marker

D. Hanging Indent Marker
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A. DOT

B. TXT

C. FIL

D. DOCX

To insert a drop cap in one of the paragraph

you should access ?

A. Format

B. Tools

C. Insert Menu

D. None of above

Ctrl + K Shortcut is used in Microsoft Word

to ?

A. Insert Page Humber

B. Insert Hyperlink

C. Insert Header

D. Insert Footer

Ctrl + L Shortcut is used in Microsoft Word

to ?
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A. Left Align

B. Left Indent

C. Increase Left Margin

D. Decrease Left Margin

583. Ctrl + M Shortcut is used in Microsoft Word

to ?

A. New Document

B. Close Document

C. Right Indent

D. Left Indent

584. What is the function of CTRL+N in Microsoft
Word?

A. Save Document

B. Open Document

C. New Document

> D. Close Document

585. What is the function of CTRL+0 in Microsoft
Word?

A. Save Document

B. Print Document
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C. Close Document

D. Open Document

What is the function of CTRL+P in Microsoft
Word?

A. Open Paragraph Dialog Box

B. Open Page Format Dialog Box

C. Open Save Dialog Box

D. Open Print Dialog box

What is the function of CTRL+Q in Microsoft
Word?

A. Paragraph formatting (Line Space and
Paragraph Space)

B. Close Word Application without saving
Document

C. Print Whole Document without confirmation
D. Does nothing

Ctrl + R Shortcut is used in Microsoft Word

to ?

A. Re-Open the last closed document
B. Re-Print the last printed page
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C. Re-Apply the last paragraph formatting
D. Right align the selected Paragraph
589, Ctrl + S Shortcut is used in Microsoft Word

to ?

A. Save Document with different name

B. Save Document with same name

C. Save Document and Close Word Application
D. Save Document and Print whole Pages

590. Ctrl + T Shortcut is used in Microsoft Word

to ?

A. Hanging Indent

B. Left Indent

C. Open Tabs Dialog box

D. Terminate all opened Dialog box

591. Ctrl + U Shortcut is used in Microsoft Word

to ?

A. Undelete the previously deleted text
B. Undo the last changes
C. Underline the document name

D. Underline the selected text
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Ctrl + V Shortcut is used in Microsoft Word

to ?

A. Paste Texts in the beginning of Document
B. Paste Images in the beginning of Document
C. Paste Tables at the middle of Document

D. None of the above

Ctrl + W Shortcut is used in Microsoft Word

to ?

A. Save and Print the Document

B. Save and Close Word Application

C. Save and Close document

D. Without Save, Close Document

Ctrl + X Shortcut is used in Microsoft Word

to ?

A. Close Document

B. Close Word Application

C. Cut the Selected Contents
D. Copy the Selected Contents
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Ctrl + Y Shortcut is used in Microsoft Word

to ?

A. Undo the last Action

B. Repeat the last Action

C. Delete the last page

D. Delete the first page

Ctrl + Z Shortcut is used in Microsoft Word

to ?

A. Undo the last Action

B. Redo the last Action

C. Add the new page

D. Paste the contents from clipboard

Page Up Keyboard Key is used in Microsoft
Word to ?

A. Moves the cursor one line up

B. Moves the cursor one screen up
C. Moves the cursor one page up

D. Moves the cursor one paragraph up
Page Down Keyboard Key is used in Microsoft

Word to ?
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A. Moves the cursor one line down

B. Moves the cursor one page down

C. Moves the cursor one screen down

D. Moves the cursor one paragraph down
Home Keyboard Key is used in Microsoft

Word to ?

A. Moves the cursor beginning of the document
B. Moves the cursor beginning of the paragraph
C. Moves the cursor beginning of the screen
D. Moves the cursor beginning of the line
End Keyboard Key is used in Microsoft Word

to ?

A. Moves the cursor end of the line
B. Moves the cursor end of the document
C. Moves the cursor end of the paragraph

D. Moves the cursor end of the screen
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