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Question:

A is a set of formatting characteristics such as font name, size, color,
paragraph alignment and spacing.

Correct Answer:
Style

Question:

This groups enables you to select, modify, replace, or search text patterns in your
document.

Correct Answer:
Editing

Question:
button enables you to search the text of phrase in the whole document.

Correct Answer:
Find

Question:

button enables you to replace the text or phrase with other text or phrase in
the document.

Correct Answer:
Replace




Question:

Select button in group is used to select text or objects in the document.

Correct Answer:
Editing

Question:

tab is used to insert things like pictures, clip art images, shapes, Smart Art
graphics, charts, etc.

Correct Answer:
Insert

Question:

is the very first page of any document.

Correct Answer:
Cover page

Question:

This group contains the commands which you can use to insert a cover page, blank
page or page break.

Correct Answer:
Pages




Question:

The icon is used to position the cursor on the next page.

Correct Answer:
Page break

Question:

We cannot insert new rows and columns in a table

Correct Answer: g3jse

Question:

When your cursor is outside the table, two contextual tabs named "Design” and
"Layout” appears under the heading "Table Tools"

Correct Answer: gzjse
Question:

Combining two or more cells together into one cell is called cells.

Correct Answer:
Merging




Question:

Split cells icon is used to split the cells into any number of rows or columns.

Correct Answer: Trye

Question:

We cannot convert a table into text but we can convert text into table in MS Word.

Correct Answer: f3jse

Question:

We can delete a table in MS word using the Ribbon or Right click on the table.

Correct Answer: True

Question:

is the outlining of a table cells, rows or columns( this is the last question for
Session 11)

Correct Answer:
Border
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Question:

This group commands enable you to insert various types of illustrations like Pictures,
Clip Art, Shapes, Charts and screenshots.

Correct Answer:
llustrations

Question:

When you insert a picture, or select an already inserted picture in a document, a new
contextual tab appears.

Correct Answer:
Format

Question:

You can crop a picture to remove unwanted parts.

Correct Answer: Trye
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Question:

cropping handles appear on the edges of the picture when you select "Crop"

Correct Answer:
8

Question:

You cannot crop a picture to a specific shape.

Correct Answer: r;|se
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Question:

The default wrapping style is

Correct Answer:
In line with text
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Question:

is used to wrap text around the border of your image.

Correct Answer:
Square
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Question:

is used to wrap text closely around a clip art image or an irregularly shaped
picture.

Correct Answer:
Tight
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Question:

is used to drag the wrap points closer to the image, so that text can fill in
more of the negative space around the image.

Correct Answer:
Through
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Question:

options are used to select distance between the text and the image.

Correct Answer:
More Layout options
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Question:

The button in the arrange group helps you to position an inserted image
at standard positions in a document.

Correct Answer:
Position
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Question:

is used to insert various ready made illustrations, audios and videos
offered by Microsoft.

Correct Answer:

Clip Art
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Question:

icon is used to insert predefined shapes into your document.

Correct Answer:
Shapes
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Question:

Using the rotation handle at the top, you can change the orientation of the
shape.

Correct Answer:
Green
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Question:

are visual representations of information that communicate your
messages or ideas quickly and effectively.

Correct Answer:
Smart Art
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Question:

is a visual representation of data and conveys information in an easy to
understand and attractive manner.

Correct Answer:
Charts
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Question:

You cannot apply artistic effects to an inserted Clip art.( This is the end of Session 12)

Correct Answer: 1rye

Aaiall @ gl £l (ge €T )yl V1 (0 e sanall o2 ) S5

Question:

This group consists of commands that enables you to create bookmarks, links and
cross references.

Correct Answer:
Links
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Question:

is a process to link some contents or text to a webpage or place in the
same document or to another file or document.

Correct Answer:
Hyper linking
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Question:

There are options in hyper-linking

Correct Answer:
3
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Linking can be done to.

A. Existing file or webpage

B. Web page

C. Create new document

D. All of the above
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Question:

The color of hyperlinked text changes to

Correct Answer:
Blue
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Question:

We cannot remove the hyperlink

Correct Answer: r3jse
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Question:

allows us to mark locations within the documents and jump around to
the bookmarks.

Correct Answer:
Bookmarks
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Book mark dialogue box generally has following options

A. Add
B. Delete
C. GoTo

D. All of them
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Question:

The text, symbol, picture, page no, or anythlng that appears on top of every page of
the document is called as

Correct Answer:
Header
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Question:

There are ready made header styles in MS Word

Correct Answer: Tr,e
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Question:

When header/footer is inserted or edited, a contextual tab appears.

Correct Answer:
Design

Question:

icon is used to insert the page number on every page of your document
at a position of your choice.

Correct Answer:
Page number
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Question:

Close Header & Footer icon is used to edit and delete header.

Correct Answer: r3jse
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Question:

Header distance and Footer distance can be changed by editing the header/footer.
(This is end of Session 13 )

Correct Answer: Trye
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Question:

This group commands enable you to present text in different ways and insert
embedded objects.

Correct Answer:
The Text and Symbols Group
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Question:

is used to enhance the appearance of text

Correct Answer:
Word Art
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Question:

is used to enlarge the first character at the beginning of a paragraph.

Correct Answer:

Drop cap
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Question:

This option automatically updates the date and time in your document.

Correct Answer:
Update automatically

Question:

The short-cut for Page break is

Correct Answer:
Ctrl+ Enter (return)

Question:

Short cut for hyperlink is

Correct Answer:
Ctrl +K
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Question:

This tab allows you to customize the way your document’s page is set up.

Correct Answer:
Page Layout
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Question:

The commands in this group enable you to modify the structure of your document
with details like margins, page size, orientation, line numbers etc.

Correct Answer:
Page Set-up
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Question:

are the small area around the text.

Correct Answer:
Margins
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There are four margins for a normal text

A. Left

B. Right

C. Top
D. Bottom

E. All of them
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Question:

is a special margin used for binding a book

Correct Answer:
Gutter
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Question:

is the direction of page

Correct Answer:
Oreintation
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Question:

and are 2 types of orientation.

Correct Answer:
Portrait, Landscape

Question:

A4, A3, A5, Legal, etc are types of :

Correct Answer:
Paper size
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Question:

Columns button is used to divide the text into 2 or more columns

Correct Answer: 1rye
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Question:

MS Word automatically counts the lines in a document and displays the appropriate
number beside each line of text

Correct Answer: True
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Question:

is used to split longs words at the end of a line.

Correct Answer:
Hyphenation
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Question:

is a process of adding see-through text or images to the background of a
document

Correct Answer:
Watermark

dgilal) dadlad) asads oSay Y cadyg

G llae U



asybw aliowl vl

Question:

We cannot customize watermark

Correct Answer: r;|se
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Question:

Page color dropped list also has an option which opens a dialog box
having 4 tabs.

Correct Answer:
Fill effects

Question:

The 4 tabs in "Fill effects” are :- ( This is end of Session 14 )

Correct Answer:
Gradient , Texture, Pattern, Picture
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Question:

This group contains commands using which you can change your document view.

Correct Answer:
Documents Views

Question:

There are different views in MS Word, to view a document

Correct Answer:
5
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Question:

Standard documents, such as letters, ,memos, and reports are often written and
edited in view

Correct Answer:

Print Layout
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Question:

This view shows a document in two page, book-style, with large font and with the

Ribbon and other screen elements hidden

Correct Answer:
Full Screen Reading
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Question:

Use view, to create, view and edit pages as they'll appear online when opened
in a browser

Correct Answer:
Web Layout
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Question:
In this type of view, some page elements do not appear, such as the boundaries

between pages, headers and footers, backgrounds and pictures that do not have Text
wrapping style set to “In line with Text"

Correct Answer:
Draft
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Question:

One advantage of working in this view is its adherence to WYSIWYG (What you see is
what you get)

Correct Answer:
Print Layout
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Question:

This view shows only the main text of the document

Correct Answer:
Drafts

Question:

The File extension of Word template is

Correct Answer:
.dotx
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Question:

A template is a preset formatted document

Correct Answer: 1rye
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Question:

The -— Group on the View tab is used for displaying the Ruler, Gridlines and the
Navigation Pane by clicking the related checkboxes.

Correct Answer:
Show

Question:

PDF is a short name for

Correct Answer:
Portable Document Format
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Question:

Short cut keys for changing to print layout view

Correct Answer:
Alt+ Ctrl+ P
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Question:

Outline view shows the documents as collapsible levels of headings, allowing you to
see a documents at a glance.

Correct Answer:
Structure
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Question:

Gridlines are crisscross lines behind text

Correct Answer: Trye
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Question:

We do not need "Adobe acrobat application” to open PDF file and view the file content

Correct Answer: r3jse

Gl Ay sp
Question:

Template is a formatted document ( This is end of Session 16)

Correct Answer:

Preset
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