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1. 38,3 @3, ey Tert Bz e DSED? (TR B, NV, s0)

A) By using the Ctrl + B keyboard shortcut C) By going to Home and selecting  in the Font section
B) By going to Design and selecting Effects D) By going to Home and selecting B in the Font section

2. e ST DEWB, Tert 0B ERF S Ied? (2T o, MR, 8OJ)

A) By going to Insert and selecting Underline Text B) By going to Home and selecting abe in the Font section
C) By using the Ctrl + U keyboard shortcut D) By going to Home and selecting U in the Font section

3. ﬁdéci 3)8&)55.& 2egd) dert REFOF Trer3ed? (28R eoﬁﬁﬁgﬁg‘ 384d)

A) By going to insert and selecting Word Art to italicize words B) By using the Ctrl + | keyboard shortcut
C) By going to Home and selecting 1 D) By going to Design and selecting Effects

4. BB EhoeRY BT, FFOTew D3 Woeden Jeed) drods deedped’t Teerraes B WYDID?
A)Ctrl + Kand Ctrl+D  B) Ctrl+ Cand Ctrl + P C)Ctrl+Cand Ctrl+V D) Ctrl + Aand Ctrl + P

5) SI0EFS a}sgdxig‘ egy) Tert BT SeD?

A) By going to Insert and selecting Smart Art B) By going to Design and selecting a_"_[ in the Font section
C) By going to Home and selecting A in the Font section D) By using the Ctrl + C keyboard shortcut

6. A, BOBREIT VT EERRY) majéafaoe.s‘r? @ert TedDD3eD?

A) By going to Insert and selecting Pictures  B) By going to File and opening a photo from This PC

C) By going to View and selecting Insert Photo

D) By using the Ctrl + C and Ctrl + V keyboard shortcuts to insert an image from online

7. 28t BRI 0RO O BT, esal, BB Aeed) ol deedper’s TotrFBr ) WYHED?
A)Ctrl +T B) Ctrl + A C)Ctrl +C D) Ctrl +V

8. Sdéd mwrﬁ%ﬁaﬂg‘ ~egd) WL maabo niweN deri B0TSrab3ed?

A) By left indenting the text  B) By highlighting the text with your mouse and selecting Bullets from Home section

C) By typing a period in huge font size to the left of the text D) B) By going to Insert and selecting Bullets

9. Jd)émééd 3@){1%’?\5& ~0aieA dedew B 89?\55@!“’.%‘@2 OiD@dRi& WYRWRD?

A) By going to Review and selecting Spelling & Grammar B) By going to Home and selecting ab< in the Font section

C) By going to View and selecting Edit Mistakes D) By going to Insert and selecting Cross-reference in the Links section
10. BaB)EHoLI Y Jead) wwees* HadboeTivR) Tert RoTots* BT 3ed? (2T esod, MR 8O)

A) By going to Insert and selecting the Add Indentation button

B) By going to Home and selecting the Increase Indent button

C) By clicking the Tab key on the keyboard

D) By typing many spaces next to each bullet point to move words to the right

1. Jegd) ederes o) Fert Tedh3ed?

A) By going to Insert and drawing multiple Text Boxes next to each other to look like a table
B) By going to Insert and selecting Table to create a table with rows and columns
C) By going to Design and selecting Table D) By gong to Home and selecting[ in the Paragraph section



12. e B 0f NMYRY, e Bert Se3xbSed?

A) By using table borders B) By going to Layout and selecting page border
C) By drawing with a paint brush D) By going to Design and selecting page border

13. BB,RGER, Qe ADFE BB, Ber! BorEewyZed e BT AR, 00 SEEE0BI WBUINRDAB?

A) By re-reading the entire document to find the word and replace it
B) By going to Home and selecting Replace to find and replace a word
C) By going to View and selecting Read Mode D) By going to Review and selecting Find And Replace

14. 3 0DNYRY ey Tert wBTedD3ed?
A) By changing the line spacing from Multiple to 1.5 Lines B) By indenting all lines of text using the Tab key

C) By going to Layout and selecting the margin D) By centering all text on the document
15. RE3T BalRYRY, dedd) Bert BeTedbTEeD?
A) By going to Layout and selecting Size B) By going to Design and selecting Paragraph Spacing

C) By going to Home and increasing the font size of text D) By going to Layout and selecting Orientation

16. b, BoR)Ehoes* o) A, BoREIT” & Ter)Ehot, Ny, Bert BROW LD ehd) uPbIed?
A) By going to View and selecting Move To Documents

B) By going to File and selecting Share to save the document to the cloud

C) By going to Review and selecting Save To Documents

D) By going to File and selecting Save As and Browse to name the file and move it to Documents

17. &&Fag mémr@]afﬁond)d Sd?saﬂa’g* ey ed @B0emeN Bert OIS AD?

A) By going to Home and bolding the text in the paragraph

B) By going to Home and selecting Aa v to change the case of text

C) By deleting all the text in the paragraph and retyping it with Caps Lock on keyboard
D) By going to Home and selecting A"

18. BBE T WOBTT, Ay BerT WBTATDED? (ST Bod),NW)

A) By expanding the Paragraph section in Home and changing the spacing from Multiple
B) By going to Home and selecting A"

C) By going to Home and selecting a line spacing value between 1.0 and 3.0

D) By going to Home and selecting Az¢

19. b, Bea)ehots Tt Bes Joskriv @ert Fedab3ed?

A) By going to Insert and adding page numbers from the Header & Footer section
B) By typing in the page number at the top right corner of every page

C) By going to Layout and adding Line Numbers to each page

D) By going to Design and selecting page numbers

20. @od) Do Tt 3BReS $E0a) Bert FedWD3e0?

A) By creating with a paint brush B) By going to Design and selecting Insert Triangle
C) By typing the Forward Slash, Underscore, and Backslash keys on the keyboard
D) By going to Insert and selecting Shapes to then choose the triangle
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