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Question # 1: Choose the Correct Answer.						15
1) 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
C) Break command from Insert menu		D) Both b and c
2) Superscript, subscript, outline, emboss, engrave are known as
A) font styles	B) font effects		C) word art		D) text effects
3) Shimmer, Sparkle text, Blinking Background etc. are known as
A) font styles	B) font effects		C) word art		D) text effects
4) The feature of Word that automatically adjusts the amount of space between certain combination of characters so that an entire word looks more evenly spaced. What is that feature called?
A) Spacing		B) Scaling		C) Kerning		D) Positioning
5) Which of the following is not available in Font Spacing?
A) Normal		B) Loosely		C) Condensed		D) Expanded
6) Which of the following is the latest version of MS Word?
A) Word 2000	B) Word 2007		C) Word 2010		D) Word 2011
7) Changing the appearance of a document is called
A) Proofing		B) Editing		C) Formatting		D) All of above
8) In a document what is the maximum number of columns that can be inserted in MS Word Table?
A) 35			B) 15			C) 63			D) 65
9) You can detect spelling and grammar errors by
A) Press Shift + F7	B) Press Ctrl + F7	C) Press Alt+ F7		D) Press F7
10) A screen element of MS Word that is usually located below the title bar that provides categorized options is
A) Menu mar		B) Tool Bar		C) Status Bar		D) All of the above
11) We save our MS Word file with extension by default.
A) docx	b)	.docx	c)	.doc	d)	.ppt
12) In Home tab is not in Clipboard group ____________________.
a) Click Paste	b)	Click Copy	c)	Click Cut	d)	Click Save
13) Bullets Short key .
b) Ctrl+Alt+L	b)	Ctrl+Shift+B	c)	Ctrl+Shift+L	d)	ctrl+B
14) Arrangement of data into Ascending and descending order is called.
c) Filter	b)	Sorting	  c)	Management	d)	Ascending
15) From which menu you can add watermark in your document?
d) Home	b)	Insert	c)	Page layout	d)	Design


Question # 2: Define the Name & its function.						20
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Question # 3: Write the note on Long Question.					15
1) What is difference between MS Word & Word Pad?			4
2) Define Wrap Text? What function Ctrl+T & Ctrl+D define.		4
3) [bookmark: _GoBack]Define Word Processor with example.							4
4) What is the Paper Size A4 & Legal?							3












Best of luck  
Instructor: Mahboob Alam
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