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1. ______ is a group of format identified by a name

2. The Paintbrush tool in Standard Toolbar is called ______

3. ______ toolbar button displays or hides Non printing characters in your document

4. Keyboard Shortcut for Edit-Paste command is ______

5. The maximum no. of columns that can be inserted in a Word Document is _____

6. ___ Menu command converts all Uppercase Character to Lowercase and Vice versa

7. _____ command decorates the first letter of the selected paragraph

8. ______ command returns the no. of words, characters, lines etc. in a document

9. ____ menu command displays the Property sheet for Active document

10. Keyboard Shortcut for Insert - Hyperlink  is ______

11. Maximum Zoom percentage is ______

12. ______ Toolbar button changes the direction of Text in a Text box

13. Keyboard Shortcut for Macros window is _______

14. Background feature will be only displayed in ________ view

15. The Default tab stop is ______

16. Use the _____ to display the document exactly as it will be printed

17. The ___ lets to copy templates to existing documents or other templates

18. When a page is full, word automatically inserts a _____ page break

19. Use __ to automatically apply uniform style to the text

20. Word’s ____ feature helps to move or copy text to a document

II Choose the Correct Answer from Bracket
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1.
_____ command gives possible meanings and synonyms for selected words in the document
[ a. DropCap

b. Thesaurus
c. Spelling
d.  Macro ]

2.
_____ displays information about current document

[ a. Ruler
b. Scrollbar
c. Statusbar
d. Panel]

3.
The Macro ___ will run automatically whenever Word starts

[ a. AutoMacro
b. AutoExec
c. DefaultMacro
d. AutoCorrect ]

4.
OLE  stands for 

[ a. OBJECT LINKING AND EMBEDDING
b. ORIGINAL LAYER EMBEDDING


  c. ORIGINAL LAYER ENGINEERING

d. OBJECT LAYER EMBEDDING ]

5.
When  Insert key is off, it will be indicated in status bar using ____ label

[ a. INS

b. REC

c. EXT

d. OVR ]

6.
The ____ allows to set left and Right Margins

[ a. Horizontal Ruler
b. Vertical Ruler
   c. Horizontal Scrollbar
d. Vertical Scrollbar ]

7.
Keyboard Shortcut for Changecase is ________

[ a. Alt + F3
b. Ctrl + F3
c. Shift + F3
d. F3 ]

8.
_____ is the distance between text and margins in a document

[ a. Indentation 
b. Gutter

c. Header
d. Footer ]

9.
Default Template for New Document in MS Word is ______

[ a. Normal
b. Style

c. New

d. None of these ]

10.
_____ View displays the main heading in a box at the left side of the document

[ a. Document Map
b. Normal
c. Print Preview
d. Online Layout View]

11.
____ key is used insert autotext

[ a. F3
b. F4
c. F2
d. F6 ]

12.
Keyboard Shortcut for Select All Command is  ______

[a. Ctrl + A
b. Ctrl + S
c. Ctrl + L
d. None of these ]

13.
Footnotes will be printed at ________ of  Document

[ a. End 

b. Beginning 
c. Header 
d. Footer ]

14.
MS Office Clipart files has the extension _______

[ a. WMF
b. BMP

c. JPG

d. none of these ]

15.
Word’s Character command is _______

[ a. Text

b. Bold

c. Font

d.  Paragraph ]

16.
____ toolbar button trims or restores a portion of a picture

[ a Crop

b. Cut

c. Text Wrapping

d. Image Control ]

17.
____ is used to change the format of the active document by copying the styles from a selected template
[a.  Object
b. Leader
c. Style Gallery
d. AutoFormat ]

18.
MS Word Template files has the extension _______
[a. DOC

b. DOP

c. DOT

d. TOD]

19.
______ stores a list of common typographical errors
[ a. AutoText
b. AutoCorrect

c. AutoFormat

d. AutoSpelling]

20.
_____ track the changes made to a document by highlighting them
[ a. Highlight
b. Track Changes

c. Customize
d. AutoSummarize]

III
Answer any One of the Following
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1. Explain Mail merge with an Example ( Write down the Each Steps )

2. Explain  Table Menu

