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601. Ctrl + Backspace” is used in Microsoft Word 

to_________? 

A. Delete the single letter just before the cursor 

B. Delete the single letter just after the cursor 

C. Delete the word just before the cursor 

D. Delete the word just after the cursor 

602. “Ctrl + Delete” Shortcut key is used in Ms 

Word to____________? 

A. Delete the word just after the cursor 

B. Delete the word just before the cursor 

C. Delete the single letter just after the cursor 

D. Delete the single letter just before the cursor 

603. “Ctrl + Home” Shortcut key is used in Ms Word 

to____________? 

A. Moves the cursor to the beginning of 

Document 

B. Moves the cursor to the beginning of Line 

C. Moves the cursor to the beginning of 

Paragraph 

D. All of the above 
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604. “Ctrl + PageDown” Shortcut key is used in Ms 

Word to____________? 

A. Moves the cursor one Paragraph Down 

B. Moves the cursor one Page Down 

C. Moves the cursor one Line Down 

D. Moves the cursor one Screen Down 

605. “Ctrl + Right Arrow” Shortcut key is used in 

Ms Word to____________? 

A. Moves the cursor one word right 

B. Moves the cursor end of the line 

C. Moves the cursor end of the document 

D. Moves the cursor one Paragraph down 

606. “Ctrl + Down Arrow” Shortcut key is used in 

Ms Word to____________? 

A. Moves the cursor one paragraph down 

B. Moves the cursor one line down 

C. Moves the cursor one page down 

D. Moves the cursor one screen down 

607. “Ctrl + Left Arrow” Shortcut key is used in Ms 

Word to____________? 
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A. Moves the cursor beginning of the Line 

B. Moves the cursor one word left 

C. Moves the cursor one paragraph up 

D. Moves the cursor one paragraph down 

608. “Ctrl + PageUp” Shortcut key is used in Ms 

Word to____________? 

A. Moves the cursor one Page Up 

B. Moves the cursor one Paragraph Up 

C. Moves the cursor one Screen Up 

D. Moves the cursor one Line Up 

609. “Ctrl + End” Shortcut key is used in Ms Word 

to____________? 

A. Moves the cursor to the end of Line 

B. Moves the cursor to the end of Document 

C. Moves the cursor to the end of Paragraph 

D. None of the Above 

610. “Ctrl + Up Arrow” Shortcut key is used in 

Microsoft Word to____________? 

A. Moves the cursor one page up 

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

D. Moves the cursor one paragraph up 

611. The main elements of the __________ are the 

insertion point, end mark, mouse pointer, 

rulers, scroll bars, and status bar. 

A. Word toolbar 

B. Formatting toolbar 

C. Word document window 

D. Graphics toolbar 

612. “Ctrl + Delete” Shortcut key is used in Ms 

Word to____________? 

A. Delete the word just after the cursor 

B. Delete the word just before the cursor 

C. Delete the single letter just after the cursor 

D. Delete the single letter just before the cursor 

613. “Ctrl + Home” Shortcut key is used in Ms Word 

to____________? 

A. Moves the cursor to the beginning of 

Document 

B. Moves the cursor to the beginning of Line 
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C. Moves the cursor to the beginning of 

Paragraph 

D. All of the above 

614. “Ctrl + PageDown” Shortcut key is used in Ms 

Word to____________? 

A. Moves the cursor one Paragraph Down 

B. Moves the cursor one Page Down 

C. Moves the cursor one Line Down 

D. Moves the cursor one Screen Down 

615. “Ctrl + Right Arrow” Shortcut key is used in 

Ms Word to____________? 

A. Moves the cursor one word right 

B. Moves the cursor end of the line 

C. Moves the cursor end of the document 

D. Moves the cursor one Paragraph down 

616. “Ctrl + Down Arrow” Shortcut key is used in 

Ms Word to____________? 

A. Moves the cursor one paragraph down 

B. Moves the cursor one line down 
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C. Moves the cursor one page down 

D. Moves the cursor one screen down 

617. “Ctrl + Left Arrow” Shortcut key is used in Ms 

Word to____________? 

A. Moves the cursor beginning of the Line 

B. Moves the cursor one word left 

C. Moves the cursor one paragraph up 

D. Moves the cursor one paragraph down 

618. “Ctrl + PageUp” Shortcut key is used in Ms 

Word to____________? 

A. Moves the cursor one Page Up 

B. Moves the cursor one Paragraph Up 

C. Moves the cursor one Screen Up 

D. Moves the cursor one Line Up 

619. “Ctrl + End” Shortcut key is used in Ms Word 

to____________? 

A. Moves the cursor to the end of Line 

B. Moves the cursor to the end of Document 

C. Moves the cursor to the end of Paragraph 

D. None of the Above 
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620. “Ctrl + Up Arrow” Shortcut key is used in 

Microsoft Word to____________? 

A. Moves the cursor one page up 

B. Moves the cursor one line up 

C. Moves the cursor one screen up 

D. Moves the cursor one paragraph up 

621. The main elements of the __________ are the 

insertion point, end mark, mouse pointer, 

rulers, scroll bars, and status bar. 

A. Word toolbar 

B. Formatting toolbar 

C. Word document window 

D. Graphics toolbar 

622. The header and footer command are located 

on the _______ tab in Ms Word? 

A. Home 

B. Insert 

C. View 

D. Header 
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623. Which menu do you choose to shade words 

and paragraph? 

A. format, borders and shading 

B. insert, borders and shading 

C. view, shading 

D. none of the above 

624. Which of the following can be used to 

navigate documents? 

A. frames 

B. hyperlinks 

C. web toolbar 

D. all of the above 

625. Before moving a subdocument to another 

location within a master document, you must 

switch to___________? 

A. Normal View 

B. Outline View 

C. Web Layout View 

D. Print Layout View 
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626. Before creating a master document in Ms 

Word, you must switch to__________? 

A. Normal View 

B. Outline View 

C. Web Layout View 

D. Print Layout View 

627. Using the ribbon where should you go to 

activate the ruler on your Document? 

A. View >> toolbars 

B. File >> Open 

C. View >> Ruler 

D. Insert >> Reference 

628. The Column Command in Ms Word is located 

on the _______ tab. 

A. Insert 

B. Home 

C. View 

D. Page Layout 

629. Which of the following can you change using 

the page setup dialog box? 
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A. Margins 

B. Page orientation 

C. Vertical alignment 

D. All of the above 

630. To read through a document you may: 

A. Use the arrow key 

B. Dragging the scroll box on the scroll bar 

C. Use your ENTER key to go down line by line 

D. Only A & B 

631. What is the Name of the Feature that will 

allow you to take a step backward if you’ve 

made a mistake? 

A. Redo 

B. Cancel 

C. Undo 

D. Backspace 

632. When a hyperlink is created, Word formats 

the Web address as__________? 

A. italicized and colored red 

B. italicized and colored blue 
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C. underlined and colored red 

D. underlined and colored blue 

633. On the works cited page, list works by each 

author’s last name and ________ the title of the 

work? 

A. italicize or underline 

B. boldface or italicize 

C. underline or boldface 

D. enlarge or underline 

634. How many Margins are there on a page? 

A. Two (header and footer) 

B. Four (top, bottom, right and left) 

C. Two (landscape and portrait) 

D. Four (center, top, left and bottom) 

635. Which feature is used for monitoring all 

document changes? 

A. Edit Document 

B. Monitor Change 

C. Track Change 

D. Track all 
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636. Which is an Office feature that makes it easy 

to edit embedded objects? 

A. pasting 

B. visual editing 

C. tools, update, links 

D. edit, links 

637. Which would you choose to display the 

statistics about a document? 

A. tools, word count 

B. insert, statistics 

C. tools, spelling and grammar 

D. tools, statistics 

638. Which would you choose to list Synonyms & 

Antonyms of a Selected word? 

A. Tools, Spelling & Grammar 

B. Tools, Language 

C. Tools, Options 

D. Insert, Cross-reference 

639. How do you magnify your document in Ms 

Word? 
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A. View, Zoom 

B. Format, Font 

C. Tools, Options 

D. Tools, Customize 

640. To set an exception to an AutoCorrect rule, 

click _______ on the menu bar and then click 

AutoCorrect Options to display the 

AutoCorrect dialog box. 

A. Format 

B. Edit 

C. Tools 

D. View 

641. To get to the ‘Symbol’ dialog box, click on the 

______ menu and choose ‘Symbol’. 

A. Insert 

B. Format 

C. Tools 

D. Table 

642. What is the use of Document Map in Ms Word? 
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A. to quickly format the document 

B. to quickly print required page 

C. to quickly navigate the document 

D. to quickly correct spelling mistakes 

643. What is the purpose of inserting header and 

footer in document? 

A. to enhance the overall appearance of the 

document 

B. to mark the starting and ending of page 

C. to make large document more readable 

D. to allow page headers and footers appear 

on document when printed 

644. PNG is a file extention of__________? 

A. Audio 

B. Video 

C. Image 

D. Flash 

645. A wireless technology built in electronic 

gadgets used for exchanging data over short 

distances is? 
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A. Bluetooth 

B. Wifi 

C. Modem 

D. USB 

646. Latest MS Windows is__________? 

A. Windows 8 

B. Windows 16 

C. Windows 10 

D. Windows 7 

647. Which Shortcut keys are used to 

strikethrough highlighted selection in Excel? 

A. Ctrl+4 

B. Ctrl+5 

C. Ctrl+6 

D. None of the above. 

648. Ctrl+Shift+1 shortcut Keys in excel are used to 

__________? 

A. Format number in comma format 

B. Format number in currency format 
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C. Format number in date format 

D. Format number in time format 

649. All power point slides intance view 

is__________? 

A. Slider View 

B. Instance Slide View 

C. Slide View 

D. Instance Slider View 

650. In power point ellipse motion is____________? 

A. Animation 

B. Slide Timing 

C. Visual Widgets 

D. None of these 

651. In Power Point Speaker’s information is 

expressed in___________? 

A. Nav Panel 

B. Notes C. Speaker’s Panel 
D. Both B. and C. 

652. HTTPS stands for___________? 
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A. Hypertext Transfer Protocol Section 

B. Hypertext Transfer Protocol Secure  

C. Hypertext Transfer Protocol start 

D. None of these 

653. Press the enter key in all of the following 

circumstances except 

A. to insert a blank line into a document 

B. when the insertion point reaches the right 

margin 

C. to begin a new paragraph 

D. in response to certain Word commands 

654. in Ms Word, The _________ is a special toolbar 

that displays a series of names, each of which 

represents a list of commands that can be 

used to perform tasks 

A. scroll bar 

B. status bar 

C. title bar 

D. menu bar 
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655. in Ms Word, What happens if you mark on 

Hidden check box of Font dialog box after you 

select some text? 

A. The text is deleted from document and you 

need to bring from Recycle Bin if required again. 

B. The text is hidden and you need to bring it 

by removing the check box if needed again 

C. The text is deleted and cannot be returned 

back 

D. The text is hidden and cannot be returned back 

656. Which tab in Font dialog box contain options 

to apply font effects in Ms Word? 

A. Font tab 

B. Character Spacing 

C. Text Effects 

D. Standard Toolbar 

657. Which of the following can be used to divide a 

web page into Areas? 

A. frames 

B. theme 
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C. table of contents 

D. none of the above 

658. Which of the following best describes the 

contents of a mail merge main document in 

MS Word? 

A. Information that is unique for every form 

letter created 

B. Information that is same for every form 

letter created 

C. Styles and fonts for the data source 

D. None of above 

659. Small squares, called _________, on the selection 

rectangle that surrounds a graphic can be 

used to change the dimensions of the graphics 

in Ms Word. 

A. scroll boxes 

B. sizing handles 

C. status indicators 

D. move handles 
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660. In Ms Word 2016 the Zoom is placed 

on__________? 

A. View tab 

B. Home tab 

C. Status bar 

D. A & C both 

661. In order to email a Word document from 

within MS Word 2016? 

A. File >> Share >> Email  

B. Save the file as an email attachment 

C. Start Outlook and attach the file while open in 

Word 

D. This is an impossible operation 

662. Insert Date, Format Page Number, and Insert 

AutoText are buttons on the __________ toolbar 

in Ms Word. 

A. Formatting 

B. Header and Footer 

C. Standard 

D. Edit 
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663. In MS Word, Which of the following 

commands should you always use to check 

mistakes before submitting a document to 

others? 

A. find command 

B. Replace command 

C. Spelling and Grammar 

D. Thesaurus 

664. Word has Web authoring tools allow you to 

incorporate __________ on Web pages. 

A. Bullets 

B. Hyperlinks 

C. Sounds 

D. all of the above 

665. Which of the following helps to reduce 

spelling error in the document? 

A. Auto Format 

B. Auto Correct 

C. Smart Tags 

D. Auto Text 
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666. A Word field may consist of an optional field 

instruction called a(n) __________? 

A. sub document 

B. symbol 

C. signal 

D. switch 

667. To use your keyboard instead of the mouse to 

select tools on the ribbon, you display the Key 

Tips by pressing the _____________key? 

A. Alt 

B. Ctrl 

C. Shift+Enter 

D. Alt+Enter 

668. To select a block of text, click at the beginning 

of the selection, scroll to the end of the 

selection, position the mouse pointer at the 

end of the selection, hold down the _________ 

key, and then click (or drag through the text) 

in Word Document. 
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A. Ctrl 

B. Alt 

C. Shift 

D. Tab 

669. How can you apply exactly the same 

formatting you did to another text? 

A. Copy the text and paste in new location. Then 

type the new text again. 

B. Copy the text and click on Paste Special tool on 

new place 

C. Select the text then click on Format Painter 

and select the new text 

D. All of above 

670. 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 Fonts 

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

D. Save Fonts 

671. Ctrl + I Shortcut is used in Microsoft Word 

for_____________? 

A. Italic 

B. Left Indent 

C. Save Document 

D. Close Document 

672. The keyboard F12 key in Ms Word opens 

a____________? 

A. Save As dialog box 

B. Open dialog box 

C. Save dialog box 

D. Close dialog box 

673. Ctrl+S Shortcut key is used in Ms Word 

to____________? 

A. Scenarios 

B. Size 

C. Save 

D. Spelling Check 
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674. Which of the following is not available on the 

Ruler of MS Word screen? 

A. Tab stop box 

B. Left Indent 

C. Right Indent 

D. Center Indent 

675. From where you can access Save command in 

Microsoft Word? 

A. Home tab 

B. Insert tab 

C. Review tab 

D. None of above 

676. When Word flags a possible spelling or 

grammar error, it also changes the mark on 

the Spelling and Grammar Status icon to a 

___________. 

A. green X 

B. green check mark 

C. red X 

D. red check mark 
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677. Ctrl + Q Shortcut is used in Microsoft Word 

to_____________? 

A. Paragraph formatting (Line Space and 

Paragraph Space) 

B. Close Word Application without saving 

Document 

C. Print Whole Document without confirmation 

D. Does nothing 

678. to view headers and footers in Ms Word, you 

must switch to____________? 

A. Normal view 

B. Print layout view 

C. Print preview mode 

D. Both B and C 

679. Which of these toolbars allows changing of 

Fonts and their sizes in Word Document? 

A. Standard 

B. Formatting 

C. Print Preview 

D. None of these 
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680. How can you disable extended selection mode 

in Microsoft Word? 

A. Press F8 again to disable 

B. Press Del to disable 

C. Press Esc to disable 

D. Press Enter to disable 

681. The _________, or typeface, defines the 

appearance and shape of letters, numbers, 

and special characters in Word Document. 

A. font 

B. font size 

C. point 

D. paragraph formatting 

682. __________ formatting is the process of changing 

the way letters, numbers, punctuation marks, 

and symbols appear on the screen and in 

print. 

A. Document 

B. Character 
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C. Paragraph 

D. Object 

683. A __________ is a collection of Predefined design 

elements and color schemes. 

A. feature 

B. hyperlink 

C. palette 

D. theme 

684. Where can you change the Vertical Alignment 

in Word Document? 

A. Formatting toolbar 

B. Paragraph dialog box 

C. Page Setup dialog box 

D. Standard toolbar 

685. To verify that the note text is positioned 

correctly on the page, switch to ________ view or 

display the document in print preview 

A. normal 

B. print layout 
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C. page layout 

D. page edit 

686. With which view can you see how text and 

graphics will appear on the printed page in 

Word Document? 

A. Normal 

B. Print Layout 

C. Outline 

D. Web Layout 

687. Ctrl + P Shortcut key is used in Ms Word 

to____________? 

A. Open Paragraph Dialog Box 

B. Open Page Format Dialog Box 

C. Open Save Dialog Box 

D. Open Print Dialog box 

688. Ctrl + H Shortcut key is used in Microsoft 

Word to____________? 

A. Open Find and Replace Dialog box with 

activating Replace Tab 

B. Open Format Dialog box activating Insert 
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Hyper Link tab 

C. Open Insert Dialog box activating Insert Hyper 

Link Tab 

D. Open Insert Hyper Link Dialog box 

689. Ctrl + F Shortcut key is used in Ms Word 

to____________? 

A. Open Find and Replace Dialog box with 

activating Find Tab 

B. Open Page Setup Dialog box with activating 

Layout Tab 

C. Open Font Dialog Box with activating Font tab 

D. Open File Save as Dialog box 

690. Ctrl + G Shortcut is used in Microsoft Word 

for_____________? 

A. Open Paragraph Dialog box activating Goto 

Tab 

B. Open Page Setup Dialog box activating Goto 

Tab 

C. Open Find and Replace Dialog box with 
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activating Goto Tab 

D. Open Goto Dialog box 

691. Where can you find the horizontal split bar on 

MS Word Screen? 

A. On the left of horizontal scroll bar 

B. On the right of horizontal scroll bar 

C. On the top of vertical scroll bar 

D. On the bottom of vertical scroll bar 

692. Ctrl + N Shortcut key is used in Ms Word 

to____________? 

A. Save Document 

B. Open Document 

C. New Document 

D. Close Document 

693. Which file starts ms word? 

A. Winword.exe 

B. Word.exe 

C. Word2003.exe 

D. Msword.exe 
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694. which of the following is not avilable on the 

ruler of ms word screen? 

A. Left indent 

B. Right indent 

C. Center indent 

D. Tab stop box 

695. What is the default left margins in word 2003 

document? 

A. 1 

B. 1.25 

C. 1.5 

D. 2 

696. Which of the following is graphics solution for 

word processors? 

A. Clip art 

B. Word art 

C. Drop cape 

D. All of above 

697. A character that is raised and smaller above 

the base line is known as? 
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A. Outline 

B. Raised 

C. Subscript 

D. Superscript 

698. The minimum number of rows and columns 

in Ms word document is? 

A. 1 and 1 

B. 2 and 2 

C. 2 and 1 

D. 1 and 2 

699. Directory in a directory is called__________? 

A. Sub directory 

B. Mini directory 

C. Junior Directory 

D. Active directory 

700. What is the short cut key to open the Open 

dialog box? 

A. F12 

B. Shift F12 
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C. Alt + F12 

D. Ctrl + F12 

701. Ctrl + B Shortcut key is used in Ms Word 

to____________? 

A. Search the selected text 

B. Paste the selected text 

C. Bold the selected text 

D. Open the specified file 

702. A feature of MS Word that saves the document 

automatically after certain interval is 

available on___________? 

A. Save tab on Options dialog box 

B. Save As dialog box 

C. Both of above 

D. None of above 

703. You need to jump to the next column breaking 

current column right at the cursor position. 

How can you break column? 

A. Pressing Ctrl+Enter 

B. Pressing Alt+Shift+Enter 
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C. Break command from Insert menu 

D. Both b and c 

704. In Microsoft Word, How can you increase the 

font size of selected text by one point every 

time? 

A. By pressing Ctrl + ] 

B. By pressing Ctrl + [ 

C. By pressing Ctrl + } 

D. By pressing Ctrl + { 

705. Ms Word includes a series of predefined 

graphics called _________ that can be inserted 

into a Word document. 

A. clip art 

B. hyperlinks 

C. captions 

D. bookmarks 

706. Uppercase on Change Case dialog box and All 

Caps on Fonts dialog box both converts 

selected text into Capital Letters. What’s the 

difference between the two? 
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A. Both are samE. They are only two different 

ways of capitalize text. 

B. It is faster to convert from Change Case than 

from Font dialog box 

C. Change Case makes conversion permanent 

but All Caps on Font can always be reverted 

D. All Caps on Font dialog box makes the change 

permanent where Change Case can be always 

reverted 

707. Ctrl + A Shortcut key is used in Ms Word 

to____________? 

A. Align Right 

B. Select All 

C. Change font 

D. Save document 

708. When three hyphens, underscores, equal 

signs, asterisks, or number signs are typed 

and then the enter key is pressed, the Auto 

Format feature _________. 
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A. places a border above a paragraph 

B. creates a numbered list 

C. changes the characters to an em dash 

D. creates a bulleted list 

709. Ctrl + E Shortcut key is used in Ms Word 

to____________? 

A. Exit Application 

B. Select All 

C. Clear All 

D. Align Center 

710. When a custom tab stop is set, Word _______. 

A. clears all default tab stops 

B. clears all default tab stops to the right of the 

custom tab stop 

C. clears all default tab stops to the left of the 

custom tab stop 

D. does not clear any default tab stops 

711. You cannot close MS Word application 

by___________? 
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A. Choosing File menu then Exit submenu 

B. Press Alt+F4 

C. Click X button on title bar 

D. From File menu choose Close submenu 

712. Ctrl + O Shortcut key is used in Ms Word 

to____________? 

A. Save Document 

B. Print Document 

C. Close Document 

D. Open Document 

713. A letterhead should contain all of the 

following EXCEPT __________. 

A. full street address 

B. logo 

C. complete legal name of the company, group, or 

individual 

D. None of the above 

714. Which of the following is Page Orientation in 

Microsoft Word? 
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A. Landscape 

B. Portrait 

C. Gutter 

D. Only A & B 

715. Which key deletes the character to the right of 

the cursor in Ms Word? 

A. End 

B. Backspace 

C. Home 

D. Delete 

716. By default, Word automatically formats each 

heading in a table of contents as ____________? 

A. bookmarks 

B. cross-references 

C. hyperlinks 

D. word-fields 

717. Ctrl + L Shortcut key is used in Microsoft 

Word to____________? 

A. Left Align 

B. Left Indent 
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C. Increase Left Margin 

D. Decrease Left Margin 

718. Which of the following can NOT be used to 

create parallel style column? 

A. Format Tabs 

B. Table Insert Table 

C. Insert Textbox 

D. Format Columns 

719. Which menu do you choose to create footer in 

Office 365? 

A. format, header and footer 

B. view, footer 

C. insert, header and footer 

D. view, header and footer 

720. What happens if you press Ctrl + Shift + F8 in 

Microsoft Word? 

A. It activates extended selection 

B. It activates the rectangular selection 

C. It selects the paragraph on which the insertion 
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line is. 

D. None of above 

721. Gutter position can be set in following 

positions in Word Document. 

A. Left & Right 

B. Left & Top 

C. Left & Bottom 

D. Left Only 

722. A document in portrait orientation prints: 

A. the same characters per line with the same 

document in landscape 

B. More characters per line than the same 

document in landscape 

C. Less characters per line than the same 

document in landscape 

D. Smaller fonts in order to fit the same amount 

of characters per line with landscape 

723. When you point to the ________ corner of a 

table, the table move handle appears. 
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A. upper-right 

B. lower-left 

C. lower-right 

D. upper-left 

724. Which enables us to send the same letter to 

different persons? 

A. Status bar 

B. Tool bar 

C. Menu bar 

D. Title bar 

725. To exit from the Resume Wizard and return to 

the document window without creating a 

resume, click the __________ button in any panel 

in the Resume Wizard dialog box. 

A. Cancel 

B. Back 

C. Next 

D. Finish 

726. Which of the following is not the Section 

Break Option in Ms Word? 
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A. Next Page 

B. Previous Page 

C. Odd Page 

D. Even Page 

727. By default, on which page the header or the 

footer is printed in Ms Word Document? 

A. on first page 

B. on alternate page 

C. on every page 

D. none of the above 

728. When sharing data in Office, the __________ 

document is the document in which the data 

was first entered? 

A. source 

B. destination 

C. original 

D. primary 

729. Which of the following provides a list of 

synonyms? 
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A. Find command 

B. Replace Command 

C. Thesaurus 

D. Spelling and Grammar 

730. Which is true when you insert an excel 

worksheet into a word document? 

A. word is the destination document 

B. excel is the destination document 

C. the worksheet is the destination document 

D. the document is the source document 

731. To save an existing document with a different 

file name, click __________. 

A. the Save button on the Standard toolbar 

B. Save on the File menu 

C. the Save As button on the Standard toolbar 

D. Save As on the File menu 

732. The ribbon in Word 2007 consists of a series 

of___________? 

A. Gates 

B. Smaller ribbons 
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C. Tabs 

D. Icons 

733. When you point to a text entry in the Office 

Clipboard gallery in the Clipboard task pane, 

___________. 

A. the first several characters of text in the 

item display as a ScreenTip 

B. the text entry is deleted from the Office 

Clipboard gallery 

C. the text entry is pasted into the document at 

the location of the insertion point 

D. all of the above 

734. The shortcut keys for the _________ character 

formatting are Ctrl+ Shift+ Plus sign 

A. case of letters 

B. underline words, not spaces 

C. superscript 

D. all capital letters 

735. A _________ is not attached to an edge of the 

Word window; that is, it displays in the 
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middle of the Word window and can be 

moved anywhere in the window 

A. floating toolbar 

B. scroll bar 

C. status toolbar 

D. menu bar 

736. The _________ is a short horizontal line 

indicating the conclusion of a document. 

A. insertion point 

B. end mark 

C. status indicator 

D. scroll box 

737. switching between portrait and landscape 

modes involves the__________? 

A. header and footer toolbar 

B. print layout view 

C. page setup dialog box 

D. none of the above 

738. Change the _________ to create a document in 

wide format in ms Word 
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A. Page Orientation 

B. Page margins 

C. Paper Style 

D. Paper Source 

739. The Word Count command on the Tools menu 

displays the number of words as well as the 

number of _________ in the current document. 

A. lines 

B. characters 

C. paragraphs 

D. all of the above 

740. Ctrl + C Shortcut key is used in Microsoft 

Word to____________? 

A. Copy the selected text 

B. Cut the selected text 

C. Print the selected text 

D. Paste the selected text 

741. To instruct Word to stop bulleting 

paragraphs, do any of the following except 

___________. 
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742. 0 

A. press the enter key twice 

B. click the Undo button on the Standard 

toolbar 

C. press the backspace key to remove the bullet 

D. click the Bullets button on the Formatting 

toolbar 

743. How can you break the current column and 

start a new column immediately in Ms Word? 

A. Press Ctrl + Shift + Enter 

B. Press Alt + Enter 

C. Press Ctrl + Enter 

D. Press Alt + Shift + Enter 

744. How can you remove tab stop markers from 

ruler? 

A. Double click the tab marker and choose Clear 

All 

B. Drag the tab stop marker out of the ruler 

C. Right click the tab stop marker and choose 
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remove 

D. All of above 

745. In Word, the default alignment for paragraphs 

is_________? 

746. 0 

A. left-aligned, or flush margins at the left 

edge and uneven edges at the right edge 

B. centered, or equidistant from both the left 

edge and the right edge 

C. right-aligned, or flush margins at the right edge 

and uneven edges at the left edge 

D. justified, or flush margins at both the left and 

right edges 

747. Ctrl + J Shortcut key is used in Microsoft Word 

to____________? 

A. Align Justify 

B. Insert Hyperlink 

C. Search 

D. Print 
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748. Which of the following is not one of the three 

‘Mail Merge Helper’ steps? 

A. merge the two files 

B. create the main document 

C. set the mailing list parameters 

D. create the data source 

749. What is the shortcut-key for manual line 

break? 

A. CTRL + Enter 

B. Alt + Enter 

C. Shift + Enter 

D. Space + Enter 

750. What is the shortcut key to display field 

codes? 

A. Alt + F9 

B. Ctrl + F9 

C. Shift + F9 

D. Space + F9 

751. . Press __________ to create a line break, which 

advances the insertion point to the beginning 
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of the next physical line – ignoring any 

paragraph formatting instructions 

A. shift+enter 

B. ctrl+enter 

C. shift+tab 

D. ctrl+tab 

752. Essential business letter elements include the 

_________. 

A. date line and inside address 

B. message 

C. signature block 

D. all of the above 

753. What is placed to the left of horizontal scroll 

bar in Ms Word 

A. Tab stop buttons 

B. View buttons 

C. Split buttons 

D. Indicators 

754. Which of the following do you use to change 

margins in Ms Word? 
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A. formatting toolbar 

B. page setup dialog box 

C. Standard toolbar 

D. paragraph dialog box 

755. A screen element of MS Word that is usually 

located below the title bar that provides 

categorized options is_________? 

A. Menu bar 

B. Tool Bar 

C. Status Bar 

D. All of the above 

756. When the Language bar is ________, it means 

that you do not see it on the screen but it will 

be displayed the next time you start your 

computer. 

A. restored 

B. hidden 

C. minimized 

D. closed 
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757. Which of the following is not essential 

component to perform a mail merge 

operation? 

A. Main document 

B. Data source 

C. Merge fields 

D. Word fields 

758. The ability to combine name and addresses 

with a standard document is called __________? 

A. document formatting 

B. database management 

C. mail merge 

D. form letters 

759. Which corner of the Word window has the 

zoom control? 

A. upper-left 

B. upper-right 

C. lower-left 

D. lower-right 
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760. Which of the following position is not 

available for fonts on MS Word? 

A. Normal 

B. Raised 

C. Lowered 

D. Centered 

761. Which option enables automatic updates in 

destination documents? 

A. embedding 

B. objects 

C. links 

D. relationships 

762. A __________ is a formatting mark at the end of a 

line that moves the insertion point to the 

beginning of the next physical line. 

A. paragraph break character 

B. nonbreaking space 

C. line break character 

D. nonbreaking hyphen 
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763. The _________ indents all the lines of a 

paragraph except first line in Ms Word. 

A. First Line Indent Marker 

B. Hanging Indent Marker 

C. Left Indent Marker 

D. Right Indent Marker 

764. What happens when you insert an AutoShape 

by simply clicking in the document? 

A. it appears near the insertion point 

B. it is inserted in its default size 

C. is selected 

D. all of the above 

765. Which menu do you choose to create header 

in Office 365? 

A. format, header and footer 

B. view, header 

C. insert, header and footer 

D. view, header and footer 

766. Footnotes, endnotes, and indexes are all 

inserted as __________? 
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A. bookmarks 

B. cross-references 

C. hyperlinks 

D. word fields 

767. When you save a file as a Web page, Word 

converts the contents of the document into 

_____. 

A. Java 

B. Perl 

C. HTML 

D. Unix 

768. Where is the quick Access Toolbar and when 

should you use it? 

A. upper-left corner and use it for your 

favorite commands 

B. floats over your text and use it when you need 

to make formatting changes 

C. Home tab and use it when you need to quickly 

launch or start new document 

D. None of above 
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769. Which key deletes the character to the left of 

the cursor? 

A. End 

B. Backspace 

C. Home 

D. Delete 

770. To advance rightward from one cell to the 

next in a table, press the ________ key. 

A. tab 

B. backspace 

C. home 

D. enter 

771. Which of the following typically appear at the 

end of document for citation of source? 

A. End notes 

B. Foot notes 

C. Header 

D. Footer 
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772. To display more of the document on the 

screen in print layout view, the _________ can be 

hidden 

A. white space at the top of the pages 

B. white space at the bottom of the pages 

C. gray space between pages 

D. all of the above 

773. The paragraph mark (¶) is a formatting mark 

that indicates where the ________ was pressed 

A. Tab key 

B. Spacebar 

C. Enter key 

D. Shift key 

774. Which keystroke is used for updating a field 

in Ms Word? 

A. F6 

B. F9 

C. F11 

D. F12 
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775. Which of the following function key activates 

the speller in Ms Word? 

A. F5 

B. F7 

C. F9 

D. Shift + F7 

776. The MLA style specifies that a superscript be 

used for a note reference mark to signal an 

explanatory note exists either at the bottom 

of the page as a(n) __________. 

A. footnote or at the end of the document as a 

startnote 

B. headnote or at the end of the document as an 

endnote 

C. footnote or at the end of the document as 

an endnote 

D. headnote or at the end of the document as a 

startnote 
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777. Although it is not shown in normal view, to 

view a header, click _________ on the menu bar 

and then click Header and Footer. 

A. View 

B. Edit 

C. Format 

D. Tools 

778. What is the tool in Word that copies only the 

format of selected text so that you can apply 

on other text? 

A. Copy 

B. Paste 

C. Format Painter 

D. Paste Special 

779. __________ are types of wizards and templates in 

the Resume Wizard dialog box. 

A. Standard, Contemporary, and Sophisticated 

B. Professional, Contemporary, and Elegant 

C. Formatted, Unformatted, and Graphic 

D. Basic, Comprehensive, and Formatted 
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780. If you need to hide some paragraphs, how can 

you do it in Ms Word? 

A. From Paragraph dialog box 

B. From Font dialog box 

C. From Options Dialog box 

D. None of above 

781. Word stores all frames associated with a Web 

page in a single file called the __________. 

A. authoring page 

B. text page 

C. frames page 

D. hyperlink page 

782. Ms Word, by default, places a tab stop at every 

_________ mark on the ruler. 

A. .25″ 

B. .5″ C. .75″ D. 1″ 

783. The file type ________ indicates the file is a 

Word document. 



       Computer Science MCQs Part 3 of 3 
Visit “awazeinqilab.com” the largest website to Download any subject MCQs and Notes for free 

{  250-296  } 

downloaded from awazeinqilab.com 

A. .msw 

B. .wor 

C. .wrd 

D. .doc 

784.  

785. HTTP stands for___________? 

A. Hypertext transfer processor 

B. Hypertext Transfer Protocol 

C. High transfer protocol 

D. None 

786. Which of the following is the latest version of 

MS Excel? 

A. Excel 2016 

B. Excel 2017 

C. Excel 2019 

D. Office 365 

787. Which of the following button will allow you 

to add, delete, or change records in your Data 

Source? 
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A.  ‘Data Source’ button B. ‘Edit’ button 

C. ‘Edit Data Source’ button D. ‘Data Editing’ button 

788. By default, your document prints 

with__________? 

A. 1 inch top and bottom margins 

B. a portrait orientation 

C. 1.25 inches left and right margins 

D. all of the above 

789. What do you call ‘a collection of character and 

paragraph formatting commands’? 

A. the defaults 

B. a template 

C. a style 

D. a boilerplate 

790. What is a Document Outline View in Ms 

Word? 

A. A preview in a full screen 

B. A preview with margins 
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C. A View with a margins and gutter 

D. A view with a structure of heading at 

various levels 

791. The _________ in the Resume Wizard dialog box 

indicates the wizard is ready to create the 

document. 

A. Start panel 

B. Finish panel 

C. Add/Sort Heading panel 

D. Address panel 

792. How much space in minimum must be 

provided between columns? 

A. 0″ B. 0.5″ C. 1″ D. 1.5″ 

793. Word is preset to use standard 8.5-by-11-inch 

paper with _______ margins? 

A. 1-inch left, right, top, and bottom 

B. 1.25-inch left, right, top, and bottom 
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C. 1.25-inch left and right margins and 1-inch 

top and bottom 

D. 1-inch left and right margins and 1.25-inch top 

and bottom 

794. The Footnote Text style defines characters as 

___________? 

A. 12-point Times New Roman and paragraphs as 

single-spaced and right-aligned 

B. 10-point Times New Roman and paragraphs as 

double-spaced and left-aligned 

C. 12-point Times New Roman and paragraphs as 

double-spaced and right-aligned 

D. 10-point Times New Roman and 

paragraphs as single-spaced and left-aligned 

795. What does Ctrl + = key effect? 

A. Superscript 

B. Subscript 

C. All Caps 

D. Shadow 
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796. How can you make the selected character 

super-scripted in Ms Word? 

A. Ctrl + = 

B. Ctrl + Shift + = 

C. Alt + Ctrl + Shift + = 

D. None of above 

797. When typing in a word field manually, what 

must you press to insert the code’s brackets? 

A. Ctrl + F6 

B. Ctrl + F9 

C. Alt + F11 

D. Shift + F12 

798. Which key is used to increase left indent in Ms 

Word? 

A. Ctrl+I 

B. Ctrl+M 

C. Alt+I 

D. F10 

799. Changing the appearance of a document is 

called___________? 
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A. Proofing 

B. Editing 

C. Formatting 

D. All of above 

800. Select a ________ to apply a predefined format 

to a Word 2016 table? 

A. Table style 

B. Table format 

C. Format Style 

D. None of above 

801. To change margin settings in Word 2016, 

click ________ on the menu bar and then point 

to the Page Margins. 

A. File 

B. Layout 

C. Format 

D. Tools 

802. If you need to change the typeface of a 

document, which menu will you choose? 
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A. Edit 

B. View 

C. Format 

D. Tools 

803. Which simplifies the process of formatting 

text if the same formatting is required in 

more than one location? 

A. Auto Text 

B. Format Painter 

C. Font dialog box 

D. None of the above 

804. Pressing the _____ key instructs Word to 

replace an AutoText entry name with the 

stored AutoText entry 

A. f1 

B. f2 

C. f3 

D. f4 

805. To select multiple cells, rows, or columns in a 

table that are not adjacent to one another, 
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select the first cell and then hold down the 

________ key while selecting the next cell, row, 

or column. 

A. alt 

B. shift 

C. enter 

D. ctrl 

806. Which command is used to establish a link 

between a source document and a destination 

document? 

A. Tools, Link, Documents 

B. Tools, Link 

C. Edit, Link 

D. Edit, Paste Special 

807. What would you do when you want to update 

the data in an embedded worksheet range? 

A. double click the worksheet range object 

B. right click worksheet range object & choose 

format object 
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C. edit the data in the destination document 

D. edit the data in the source document. 

808. In MS-Word to highlight text, line or any 

particular informative paragraph, we 

use:___________? 

A. Different Font Color 

B. Background 

C. Shade 

D. Font Effects 

809. In MS Word Ctrl+Shift+C is shortkey 

of:____________? 

A. Copy 

B. Indent Left 

C. Paste 

D. Copy Format Painter 

810. What Does SIM Stand for on a Cell Phone? 

A. Subscriber identity module 

B. Subscriber Inline module 

C. Secret Internet module 

D. Subscriber Interface Module 
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811. Half of a byte is called? 

A. Transistor 

B. Compiler 

C. Nibble 

D. Binary Digit 

812. Microsoft Excel 2019 files have a default 

extension of___________? 

A. .Xlsx 

B. .Xls 

C. .excel 

D. .123 

813. File Management is responsibly of__________? 

A. Task Manager 

B. RAM 

C. BIOS 

D. Operating System 

814. In MS-Word to insert Mathematically sign we 

use option: 

A. Symbol 

B. Objects 
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C. Shapes 

D. Equation 

815. First Computer for home use was introduced 

in 1981 by which company? 

A. IBM 

B. Apple 

C. Intel 

D. Dell 

816. IBM Stands for _________? 

A. International Business Machine 

B. Integrated Business Machine 

C. Information Business Machines 

D. International Business Model 

817. who invented the difference engine and 

analytical engine? 

A. Vint cerf 

B. Mark zukerberg 

C. Charles Babbage 

D. None 

818. Virus is the word of which language? 
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A. English 

B. Latin 

C. Greek 

D. None of These 

819. Which file format can be added to a 

PowerPoint show? 

A. .jpg 

B. .giv 

C. .wav 

D. All of the above 

820. In Microsoft PowerPoint two kind of sound 

effects files that can be added to the 

presentation are____________? 

A. .wav files and .mid files  

B. .wav files and .gif files 

C. .wav files and .jpg files 

D. .jpg files and .gif files 

821. What is a motion path in Powerpoint? 

A. A type of animation entrance effect 

B. A method of advancing slides 
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C. A method of moving items on a slide 

D. All of the above 

822. which of the following should you use if you 

want all the slides in the presentation to have 

the same look? 

A. The slid layout option 

B. The add a slide option 

C. Outline view 

D. A presentation design template 

823. Which of the following bypasses the print 

dialog box when printing individual slides or 

an entire presentation in Powerpoint? 

A. File, Print Preview 

B. The print button 

C. File, print 

D. Ctrl + P 

824. Material consisting of text and numbers is 

best presented as_____________? 

A. A table slide 

B. A bullet slide 
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C. A title slide 

D. All of above 

825. Which command select all object at one time 

when selecting multiple objects to be deleted? 

A. Alt + a 

B. Ctrl + a 

C. Shift + Enter 

D. Edit, Select All 

826. After moving a clip art image to a particular 

location on the slide, you can immediately 

reverse the action using the___________? 

A. Click the not do move object command on the 

edit menu 

B. Click on the undo button 

C. Click on redo button 

D. All of above 

827. You can embed a Microsoft Word tale in a 

slide by_____________? 

A. Clicking the insert new slide button on the 

standard toolbar, then double clicking table 
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B. Clicking the insert Microsoft word table button 

on the formatting toolbar 

C. Clicking the insert Microsoft word table button 

on the standard toolbar 

D. A and c 

828. How do you create speaker note pages that 

show the slides, related notes, and your 

company logo on each page? 

A. Edit the notes master and add your 

company logy 

B. Edit the slide master and insert your company 

logo and notes pane 

C. Edit the handout master to include your 

company logo and one slide per page with 

additional note space 

D. All of the above 

829. You can edit an embedded organization chart 

object by_______________? 

A. Clicking edit object 

B. Double clicking the organization chart object 
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C. Right clicking the chart object, then clicking 

edit MS-Organizaiton Chart object 

D. b and c both 

830. To exit the PowerPoint? 

A. click the application minimize button 

B. click the document close button 

C. double click the applications control menu 

icon 

D. double click the document control menu icon 

831. in the context of animations, what is a trigger 

in 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 

832. In order to edit a chart, you can____________? 

A. Triple click the chart object 

B. Click and drag the chart object 
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C. Double click the chart object 

D. Click the chart object 

833. You can create a new presentation in 

PowerPoint by completing all of the following 

except_______________? 

A. Clicking the new button on the standard 

toolbar 

B. Clicking file, new 

C. Clicking file open 

D. Pressing ctrl + N 

834. in PowerPoint Special effects used to 

introduce slides in a presentation are 

called____________? 

A. effects 

B. custom animations 

C. transitions 

D. present animations 

835. Which of the following toolbars provide 

different options in various master views in 

PowerPoint? 
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A. Common tasks toolbar 

B. Drawing toolbar 

C. Formatting toolbar 

D. Standard toolbar 

836. Which option on the custom animation task 

pane allows you to apply a preset or custom 

motion path? 

A. Add effect 

B. Emphasis 

C. Animate now 

D. All of the above 

837. Which of the following features should you 

use when typing in the notes text box? 

A. Slide show 

B. Insert 

C. Slide maser 

D. Zoom 

838. Which of the following should be used when 

you want to add a slide to an existing 

presentation? 
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A. File, add a new slide 

B. Insert, New slide 

C. File Open 

D. File, New 

839. Want a PowerPoint photo album slide show to 

play continuously? 

A. Use random slide transitions 

B. Launch an online broadcast 

C. Loop continuously 

D. All of the above 

840. Which of the following tool enables you to add 

text to a slide without using the standard 

placeholders? 

A. Text tool box 

B. Line tool 

C. Drawing tool 

D. Auto shapes tool 

841. Which of the following views is the best view 

to use when setting transition effects for all 

slides in a presentation? 



       Computer Science MCQs Part 3 of 3 
Visit “awazeinqilab.com” the largest website to Download any subject MCQs and Notes for free 

{  269-296  } 

downloaded from awazeinqilab.com 

A. Slide sorter view 

B. Notes pages view 

C. Slide view 

D. Outline view 

842. Which of the following provides a means of 

printing out feature notes with a miniature 

slide on a printed page? 

A. Slide with animation 

B. Outline view 

C. Notes page 

D. Audience handout 

843. In normal view, how can you quickly change 

to handout master view? 

A. Click the outline tab and select handout master 

view 

B. Press the shift key and click the handout 

master view button 

C. On the view menu, click slide sorter, and click 

handouts. 

D. All of above 
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844. To select all of the boxes of an organization 

chart in Ms PowerPoint? 

A. Clicking and edit and select all 

B. Right click the chart background and then click 

select all 

C. Press and hgold the SHIFT key and click each 

box 

D. All of above 

845. Auto clip-art is a feature in PowerPoint 

that_______________? 

A. Automatically places clipart in your 

presentation 

B. Scans your presentation for incorrect spelling 

in your words on each slide 

C. Scans your presentation for incorrect spelling 

in Word Arts objects 

D. All of above 

846. Which of the following allow you to select 

more than one slide in a presentation? 
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A. Alt + Click each slide 

B. Shift + drag each slide 

C. Shift + Click each slide 

D. Ctrl + Click each slide 

847. 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 

848. In Microsoft PowerPoint the entry effect as 

one slide replaces another in a show is called 

a (an)______________? 

A. animation 

B. slide transition 

C. custom animation 

D. preset animation 

849. Slide show options available to the presenter 

include all of the following except_____________? 
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A. Transitions command 

B. Speaker notes command 

C. Meeting reminder command 

D. Navigation commands 

850. Which of the following bypasses the print 

dialog box when printing individual slides or 

an entire presentation? 

A. File, print, preview 

B. The print button 

C. File, print 

D. Ctrl + p 

851. What are lines, curve, free form, and scribble 

in PowerPoint? 

A. Emphasis effects that can be applied to 

animations 

B. Types of custom motion paths 

C. Predefined entrance and exit effects 

D. All of the above 
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852. When using PowerPoint, to play a PowerPoint 

show for previewing the show, 

select____________? 

A. View, slide sorter 

B. View, slide 

C. View, slide show 

D. View outline 

853. Material consisting of text and numbers is 

best presented as_____________? 

A. A table slide 

B. A bullet slide 

C. A title slide 

D. All of the above 

854. What is a slide-title master pair? 

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

B. a slide master and title master merged into a 

single slide 

C. A slide master and title master for a specific 

design template 

D. All of above. 
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855. 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 

856. 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 

857. You can embed a MS-Organization Chart in a 

slide by_____________? 

A. Clicking the object command on the edit menu 

B. Clicking the object command on the edit 

menu 
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C. Clicking the insert new slide button the 

standard toolbar, then double click the 

organization chart button on the formatting 

toolbar 

D. Clicking the MS-Organization Chart button on 

the standard toolbar 

858. To select one hyperlink after another during a 

slide presentation, what do you press? 

A. Tab 

B. Ctrl + K 

C. Ctrl + h 

D. All of above 

859. What is the term used when you press and 

hold the left mouse key and more the mouse 

around the slide? 

A. Highlighting 

B. Dragging 

C. Selecting 

D. Moving 
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860. How can you create a uniform appearance by 

adding a background image to all slides? 

A. Create a template 

B. Edit the slide master 

C. Use the autocorrect wizard 

D. All of the above 

861. Which of the following should you use if you 

want all the slide in the presentation to have 

the same “look”? 

A. the slide layout option 

B. add a slide option 

C. outline view 

D. a presentation design template 

862. What is the term used when a clip art image 

changes the direction of faces? 

A. Group 

B. Flip 

C. Rotate 

D. All of the above 
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863. the slide that is used to introduce a topic and 

set the tone for the presentation is called the 

A. table slide 

B. graph slide 

C. bullet slide 

D. title slide 

864. in Ms PowerPoint Which option allows you to 

select line, curve, freeform or scribble tools? 

A. Create effect 

B. Insert motion path 

C. Draw custom path 

D. All of the above 

865. The size of the organization chart object is 

_____________? 

A. Is determined by the presentation design and 

can not be changed 

B. Is determined by the presentation design but 

can be changed in PowerPoint 

C. Is dependent on the amount of text within the 
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organization chart 

D. b and c 

866. To start slide show of a presentation? 

A. Hit F5 key 

B. From Slide Show menu choose View Show 

option 

C. From Slide Show menu choose Rehearse 

timing 

D. Both a & b 

867. The effect applied to display when slides 

changes in slide show view is_____________? 

A. Slide Animation 

B. Custom Animation 

C. Custom Transition 

D. Slide Transition 

868. in PowerPoint If you select Insert >> Picture 

>> From File 

A. You can insert pictures and clipArts 

B. You can insert clipArts only 
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C. You can insert pictures only 

D. None of above 

869. How many steps are there between Start and 

Finish in AutoContent Wizard? 

A. 3 

B. 4 

C. 5 

D. 6 

870. Which of the following can you format using 

buttons on the formatting toolbar? 

A. Your hard drive 

B. Format painting 

C. Font color 

D. Underlining 

871. The quickest way to create a PowerPoint 

presentation is to use the______________? 

A. Word for windows templates 

B. Auto creation wizard 

C. Auto content wizard 

D. Presentation wizard 
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872. Which of the following is an example for 

automatic text formatting_____________? 

A. Underlining hyperlink 

B. Adjusting extra space 

C. Replacing two -’s with an em hyphens 

D. All of above 

873. Format painter in PowerPoint? 

A. To paint pretty picutures on your slides 

B. To copy formatting from one object or 

piece of text and then apply it elsewhere 

C. To change the background color of your slides 

D. To paint pretty pictures on background of 

slides 

874. Which of the following will not advance the 

slides in a slide show view? 

A. The esc key 

B. The space bar 

C. The enter key 

D. The mouse button 
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875. Which of the following views is the best view 

to use when setting transition effects for all 

slides in a presentation 

A. Slide sorter view 

B. Notes page view 

C. Slide view 

D. Outline view 

876. Which of the following can you use to add 

times to the slides in a presentation? 

A. Slice Show menu 

B. Rehearse timing button 

C. Slide transition button 

D. All of the above 

877. To give a PowerPoint presentation to a large 

audience, you:_________________? 

A. Set up your computer in a large auditorium, 

and click large, auditorium, OK 

B. Click the slide you wish the audience to see in 

normal view, then click the next slide, and so on. 

C. Choose either view, slide show or slide 
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show, view show 

D. Slick slide show, OK 

878. Which of the following is not a way to cut ext? 

A. Select the text and press the delete button 

B. Select the text and select Edit, Cut from the 

menu 

C. Select the text and click the Cut button on the 

toolbar 

D. Select the text and press Ctrl + X 

879. Which option in PowerPoint allows to carry 

slides from one computer to another? 

A. Save As 

B. Save and Go 

C. Pack and Go 

D. Web and Go 

880. Which option can be used to create a new 

slide show with the current slides but 

presented in a different order 

A. Rehearsal 

B. Custom slider show 
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C. Slide show setup 

D. Slide show view 

881. The boxes that are displayed to indicate that 

the text, pictures or objects are placed in it is 

called____________? 

A. Placeholder 

B. Auto text 

C. Text box 

D. Word art 

882. The best way to insert a new slide in a 

presentation is to use the______________? 

A. Normal view 

B. Special view 

C. Slide show view 

D. Slide sorter view 

883. Which view in PowerPoint can be used to 

enter speaker comments? 

A. Normal 

B. Slide show 
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C. Slide sorter 

D. Notes page view 

884. Which of the following can you use to add 

times to the slides in a presentation? 

A. Microsoft graph 

B. Microsoft Table 

C. Microsoft Excel 

D. Microsoft Word 

885. Which of the following are types of sound 

files? 

A. LOG files 

B. DAT files 

C. WAV files 

D. DRV files 

886. The arrangement of elements such as Title 

and Subtitle text, pictures, tables etc. is 

called______________? 

A. Layout 

B. Presentation 
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C. Design 

D. Scheme 

887. Which of the following statements is not true? 

A. Holding down the Shift key while you draw an 

object creates perfect squares, circles and 

straight lines 

B. The text in a text box can’t be formatted 

C. The drawing toolbar contains tools for drawing 

shapes, lines, arrows, and more 

D. Ctrl+S save the document 

888. Which key on the keyboard can be used to 

view slide show in Ms PowerPoint? 

A. F1 

B. F2 

C. F5 

D. F10 

889. Special effects used to introduce slides in a 

presentation are called_____________? 

A. Effects 

B. Custom animations 
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C. Transitions 

D. Preset animations 

890. We can replace a font on all slides with 

another font using the_____________option in Ms 

PowerPoint? 

A. Edit, Fonts 

B. Tools, Fonts 

C. Tools, Replace Fonts 

D. Format, Replace Fonts 

891. Block arrows, stars and banners, and callouts 

are all examples of_______________? 

A. Different types of children’s building blocks 

B. Auto Shape categories  

C. Clip art categories located in the Microsoft Clip 

Gallery D. More technical terms that I don’t understand 

892. In Ms PowerPoint Ellipse Motion is a 

predefined_______________? 

A. Design template 

B. Color scheme 
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C. Animation scheme 

D. None of these 

893. PowerPoint can display data from which of 

the following add-in software of MS- Office? 

A. Equation editor 

B. Organization chart 

C. Photo album 

D. All of these 

894. Which of the following fill effects can you use 

for the slide background? 

A. Gradient 

B. Texture 

C. Picture 

D. All of the above 

895. Which of the following are types of sound 

files? 

A. LOG files 

B. DAT files 

C. WAV files 

D. DRV files 
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896. The arrangement of elements such as Title 

and Subtitle text, pictures, tables etc. is 

called______________? 

A. Layout 

B. Presentation 

C. Design 

D. Scheme 

897. Which of the following statements is not true? 

A. Holding down the Shift key while you draw an 

object creates perfect squares, circles and 

straight lines 

B. The text in a text box can’t be formatted 

C. The drawing toolbar contains tools for drawing 

shapes, lines, arrows, and more 

D. Ctrl+S save the document 

898. Which key on the keyboard can be used to 

view slide show in Ms PowerPoint? 

A. F1 

B. F2 
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C. F5 

D. F10 

899. Special effects used to introduce slides in a 

presentation are called_____________? 

A. Effects 

B. Custom animations 

C. Transitions 

D. Preset animations 

900. We can replace a font on all slides with 

another font using the_____________option in Ms 

PowerPoint? 

A. Edit, Fonts 

B. Tools, Fonts 

C. Tools, Replace Fonts 

D. Format, Replace Fonts 

901. Block arrows, stars and banners, and callouts 

are all examples of_______________? 

A. Different types of children’s building blocks 

B. Auto Shape categories  

C. Clip art categories located in the Microsoft Clip 
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Gallery D. More technical terms that I don’t understand 

902. In Ms PowerPoint Ellipse Motion is a 

predefined_______________? 

A. Design template 

B. Color scheme 

C. Animation scheme 

D. None of these 

903. PowerPoint can display data from which of 

the following add-in software of MS- Office? 

A. Equation editor 

B. Organization chart 

C. Photo album 

D. All of these 

904. Which of the following fill effects can you use 

for the slide background? 

A. Gradient 

B. Texture 

C. Picture 

D. All of the above 
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905. A chart can be put as a part of the 

presentation using_______________ in Ms 

PowerPoint? 

A. Insert -> Chart 

B. Insert -> Pictures -> Chart 

C. Edit -> Chart 

D. View -> Chart 

906. Which is the best view for getting your 

thoughts for a presentation out on the 

computer? 

A. Outline view 

B. Notes page view 

C. Slide sorter view 

D. Slide view 

907. Which of the following is not a feature of 

PowerPoint? 

A. Printing transparencies 

B. Printing the speaker’s notes along with slide 
images 

C. Linking a slide transition with a laser 
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pointer 

D. Drawing with a pen 

908. Which of the following are actions you can 

assign to an action button or slide object? 

A. Run a macro 

B. Play a sound 

C. Hyper link 

D. All of above 

909. One way to make a PowerPoint slide display 

animations is to:_____________? 

A. Select the slide in normal view; and click 

Format, Animation 

B. Click the PowerPoint window and move it 

around vigorously with the mouse for a manual 

animation effect 

C. Select the slide in slide sorter view, right 

click and choose preset animations from the 

shortcut menu 

D. PowerPoint does not have an animation 

feature 
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910. Which types of fonts are best suitable for 

titles and headlines in MS PowerPoint? 

A. serif fonts 

B. sans serif fonts 

C. text fonts 

D. picture fonts 

911. Which type of font is best suitable for large 

amount of text in PowerPoint? 

A. serif fonts 

B. sans serif fonts 

C. text fonts 

D. picture fonts 

912. Slide show options available to the presenter 

include all of the following except 

A. Transitions command 

B. Speaker notes command 

C. Meeting minder command 

D. Navigation commands 

913. Which of the following is not a way to create a 

new presentation? 
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A. Using the Scan-In Slides feature 

B. From scratch (create a blank presentation 

C. Using a template 

D. Using the auto content wizard 

914. Which tab is not available on left panel when 

you open a presentation in Powerpoint? 

A. Outline 

B. Slides 

C. Notes 

D. All of above are available 

915. To import text from a word document that 

uses headings into a PowerPoint 

presentation: 

A. This can not be done in PowerPoint 

B. Click Insert, Slides from Outline 

C. Click Import, Word Document Headings 

D. Click File, New, Presentation from Word 

Headings 
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916. After choosing a predefine 

template,________option has to be chosen to 

change a background color in Ms PowerPoint? 

A. Design template 

B. Color scheme 

C. Animation scheme 

D. Color effects 

917 .   An___________system is a set of Programs   

 A. containing instructions that coordinate all 

the activities among computer hardware 

resources? 

B. Operating 

B. Disk- Based 

C. Management 

D. Plateform 
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