Subject: - Vocational Information Technology (402/462)
Topic: - Word Processing (Intermediate

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

 a) Office XP


b) Office Vista

c) Office 2007

 d) None of above

 

2. You cannot close MS Word application by

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

 

 3. The key F12 opens a

a) Save as dialog box

b) Open dialog box

 c) Save dialog box
 d) Close dialog box

  

4. What is the short cut key to open the Open dialog box?

a) F12



b) Shift F12


 c) Alt + F12

 d) Ctrl + F12

  

5. 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

 

6. 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

 

7. 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

e) All of them are available on ruler

 

 

8. What is place to the left of horizontal scroll bar?

 a) Tab stop buttons





b) View buttons

 c) Split buttons

 



d) Indicators

e) None of above

 

9. Which file starts MS Word?

a) Winword.exe

b) Word.exe

 c) Msword.exe
 d) Word2003.exe

 
10. Which feature of MS word allows the user to check where changes are made on word document?

a) Bold



b) Track Changes

 c) Regular

 d) Superscript

Q1. What is the difference between bullets and numbering in MS Word?

Q2. What is the use of show/hide symbol in MS Word?

Q3. What is the difference between superscript and subscript feature in MS Word?

Q4. Write steps to insert a pie symbol (π) on Word document.

Q5. Explain the use of tools stated below.
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Q6. What is the difference between header and footer? Write steps to insert name of company at top of every page and page number at bottom of every page of word document.

Q7. What are the different types of orientation available on word document? Explain each.

Q8. Write steps to increase the spacing between lines of paragraph on word document.

Q9. What is the difference between find and replace feature of word document?

Q10. Write steps to change line color, line style, fill color of any shape on word document.

Q11 Write steps to insert artistic page borders on a word document.

Q12. What are the different views of word document? Explain each.

