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n MS Word 2016: Which of the following options is NOT a way to?
view documents

Print Layout ikl kb O

Margins Layout islsel! 230
Web La -!-s.i-i:]""-'o

Read Mode - Ll &2 Q
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In MS Word 2016:You could save your form --------======,
document as a template with the extension

Adtx Q)
docx

.dosc
| dotx ©

S —
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In MS PowerPoint 2016: A PowerPoint presentation is ----==-----
saved by default with the axtansmn

PPX QO
PPSQ
PPiX Q@
PpPts O
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In MS Word 2016: Which of the following groups is existed in the? |
| "Review" Tab

LT U'FFI P-J
| —— = i - —_ i

Page Setup wai.all slac) ®)
Font La (O
Page Background tai.all ila Q

Comments =Gl @
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- In MS PowerPoint 2016: Which of the following is NOT a way to? |

align text horizontally in a given space !

| Align Left jLull 3lilaa O
Top Align k¥ ililaw @ |

Justify s O
Align Right iaaull slitas Q)
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lIn MS Word 2016: The - icon is used to place the cursor |
J’ on the next pages even though there is some blank space at the

| bottom of the current page |

Merge Pages olaiwall gas Q

Painter Format 3awidll s Q
Page Break clsiwall Lol @

Cover Page —idil! iaiwe
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In MS PowerPoint 2016: The -===========-- Tab is used to specify
hnw the display changes when we move from one slide to another
during a slide show

Transitions oY sl @
Design ssaai ©
View uax Q
Animations =$> Q
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In MS PowerPoint 2016: The -------==-=--- is used to adjust the.
height or width of the placeholders in the slide

Rotation Handle 5,591 adks O
Sizing Handles asall wuas i Q
Yellow Handles :liwal! L,aslal! O

1l Handle wusdl! jasis (O
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In MS Word 2016: Which of the following is NOT a method for? |

saving a file |

ol dmagll Syl dng s on bk i) g 51 Q)

Click the "Save" icon on the Quick Access Toolbar
Liia waad b cile qagidl] Ldke 3pd 2l O

Click the File Tab and select "Save"
ALT+ S jLaiayl pabiis alaainl @

Use the shortcut keys "ALT+ S"
CTRL + S ,Laiay! pabis alaaciul Q

Use the shortcut ke~
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I MS Word 2016: The keyboard shortcut that is used --------=--=--.
to align text to the center of a page is

Ctrl+ L
Cul+JQ
Cin+EQ
Ctrl + RC
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In MS PowerPoint 2016: Which of the following formats could? |

NOT be used to save a presentation |

PowerPoint Show cuis e ol yae O |
PowerPoint Template =uiis s JG Q)

JPEG 3uuuis Q |

JPEG Format
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In MS Word 2016: The space left between the margin - |
and the start of a paragraph is called |

Alignment stilall Q |
Indentation Luld! GLLI @ |

O

CamScanner o Wigs d> guasll



B - 4JIEI ad)

—- sl Ladle psaind 22016 g ze SudpeuyySale Baskad o
o il Jals sygagl! SN ple Lals s 91 & e ol Llay
peasaial | s yall

e = —— =

In MS PowerPoint 2016: The - Tab is used to add the

special visual or sound effects to the objects on the slides ina
presentation

Design psesai O
Animations =5~ @
Insert ¢ ,u! O

Slide Show gyl saxe O
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in MS PowerPoint 2016: The -------------- group contains drffarent
ways to show slides such as "From Beginning" or “From Current |
"Slide

Slide Sorter gl 3,6 (Q

Start Slide Show @il Joe s @
Reading View 3.l dll a5y O

Views olaiull o, 350 Q)
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|
[ln MS Word 2016: After inserting a Table of Contents, we can press
--- key and then Click on any item to move

| hold the
| s to the related content in a document

Enter O
Shift O

| Ctrl o
Delete )

——
S
e
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In MS PowerPoint 2016: The Tab contains the “Start.
Slide Show" group

Transitions =¥l O
Animations =I5,a O
Review wal O

Slide Show il L5, @
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In MS Word 2016: Which of the following is a typ:r?; n[::tgizz
|

Landscape il © |

Serial pluls QO :

Diagonal ¢,k © |

Parallel 3lsie O |
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In MS PowerPoint 2016: Which of the following groups does NOT? |
| exist in the "Insert" Tab |

|
| Pag_as Shia@
| Slides wil, & Q |
! Symbols 35, O
Tablﬂﬂ J_,L].:_._ O
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In MS Word 2016: The Is a small toolbar contains
buttons that allow you to quickly perform common actions, such
as saving a document, undoing your last action or repeating your

last action

Status bar Ulall ks ,8 O

Title bar ;lyiall by, Q
Quick Access Toolbar . ,.! seasll Slgal s, @

Scroll bar . .1 hiyaQ
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In MS PowerPoint 2016: The -------------- displays information.
about the presentation such as the total number of slides

|
View Buttons a1 ,1,51 QO |

Status Bar Ula)l ks, ©

Home Tab Gyl dadall ca gl Wdke O
Zoom Buttons juiaill/ .Sl | L Q
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