
MCQ's

 1.  What is the shot cut key to bold text in Microso� word.

  a. Ctrl + L      b.  Ctrl + B   c. Ctrl +U d.  Ctrl + A 

 2.  How can you apply Italics font to selected text in shortest way?

  a.   Right Click and select Italic   b.  Use the font Color 

       c.   Ctrl + I  

  d.   Click the Italic Bu�on on tool Bar 

 3.  Which feature allows you to highlight text in different colors?

  a.  Font Color       b.  Text Highlight color      

  c.  Background Color  d. Text effects  

 4.  ................... keys are used to underline the text.

  a.  Ctrl+U     b. Ctrl+V     c.  Ctrl+D    d.  Ctrl+I 

Fill in the blanks.

 1.  A   ..............  list has a number or a le�er to iden�fy the items in the list.

 2.   .............. means to beau�fy the text.

 3.  The way in which the text is placed on a page is known as  .............. .

 4.  The text that appears above the text.

 5.   .............. text is the text that appears below the normal text.

True or false 

 1.  User cannot change line spacing in a word document.

 2.  To create a numbered list, you, can click on the ‘Numbering’ bu�on in 

the tool bar.

 3.  Font is the style and shape of the le�ers.

 4.  The Change case command  is used to change the case of the selected 

text without typing.
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