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Course Name : CCC/OLevel

Date : 24/04/20

Topic: Word Processor ( sample questions)

Please solve following MCQ questions

Q.N | Question Description Option A Option B Option C Option D
1 | The space left between the Spacing Gutter Indentation | Margin
margin and the start of a
paragraph is called
AT 3R T WREnms $r | TWfder e gSCeeT Aot
JYEHTT & T IS IS
STITE T gl AT &
2 | Which items are placed at the | Footer Header End Text End Note
end of a document
SIHYHC & Id H T § | {eX GELY S ¢RC |gS AR
3EeH W T §
3 | Anumber of letter that Superscript | Supertext Top Text Subscript
appears little above the
normal text is called :
T 3ER Sl AT 916 | §RIERe | Wcaee | 2T Tae | HEfEhte
T Aer IR @S &ar &
39 Fgl ST §:
4 | We can insert a page number | Footer Header BothAand | None of the
at B above
§H 38H & U de} 3T | FeX g TR N |[za7F FS
5 | LibreOffice Writer is a Word Spreadsheet | Presentation | None of the
Processing | Program Program above
Program
fors 3R T8 T § as sl g&g SAH ¥ IS
grafder FIIHHA FIIHHA TRl
IO
6 | If you want to copy a Cut Copy Move Duplicate
selection of text, which
button do you click ?




afg 39 1S & TFT H

gfafaf ST amgd &, ar
39 fFE ded W} Foadh

T 87

Y

Hd

A number of letter that
appears little below the
normal text is called :

Superscript

Subscript

Supertext

Top Text

AHT 916 & AT A
fe@rs ¢ arer uF I gl
ST &

R iEhee

TEhTe

FREHC

eg TFEeT

To delete the selected
sentence, we can press the
following key:

Backspace

Del

Both A and
B

None of the
above

IJIfad aFT & gl &
fov, g7 feafai@a s
GaT 9ohd g

CERaE]

T 3R &
Gl

$TH § PG
el

What is the smallest and
largest font size available in
Font Size tool on formatting
toolbar?

8and 70

6 and 96

10and 72

8 and 96

TIFIUT TATR W Bl

3THR 3YHIOT H 3T
a8 oler 3R g&d a37

Pice 3THR FAT &7

8 31T 70

6 31T 9

10 3R 72

8 31T 9

10

What is the default font size
of a new Writer document
based on Normal template in
LibreOffice Writer ?

9 pt

10 pt

11 pt

12 pt

forey 3iftha TgeT A
AlH SFTelc 9 Ameaa
T TSN SIFgHT I

fStice Wlee ASST AT &7

10 9i8e

11 915¢

12 915¢

11

What is the default file
extension for LibreOffice
Writer?

Ixt

.odt

Wi

dib




s 3 5T & T 1xt .odt Wwri ib
fShice wIEaT TFHCAT
T8
102 | How can you increase the Ctrl +; Ctrl +] Ctrl +, Ctrl +[
font size of selected text.
9 qqmd s &l PbTO‘C Ctrl +; Ctrl +] Ctrl +, Ctrl +[
PR FT T¢T THhd ¢
13 | Which option in File pull- Exit Shut down | Close None of the
down menu is used to close a above
file in LibreOffice Writer ?
Bl Jol-313s7 Ao H fohy | Tidae dc 3331 | FaIg SoIH U FiS
fereq &1 39T fore ool
3T TS & e wEa
Pl d¢ P & forw fRar
SATAT 87
14 | Which would you choose to Save as Save Ctrl+S None of the
save a document with a new above
name ?
3T T AT AT & T Save as Save Ctrl+S STH T Fis
Uesh SE&dIdel & §91 & Ter
foT i &1 fasheT gaion
15 | To copy selected text, press Alt + Shift + | Ctrl + Shift+ | Ctrl +C All of the
the key C vV above
Tafag gre & gfafa™ Alt + Shift + | Ctrl + Shift+ | Ctrl +C FOT F g
. . C \
oo & fT H3i e
16 | Which enables us to send the
same letter to different Macro Mail Merge BothAand | None of the
B above
persons ?
‘ A3 B SAH Y IS
FI Tk gl 97 AT H Hepr AT Hol . ‘
alAr oTel
eTH SaATaT &7
17 Without
Save and Save and Save, Close Save
Ctrl + W is used Close Print the Document
document
document | Document




a9 Uq . | fe=r AT
Ctrl + W ST 393rer forar . dg uq e ..
FAg N Folle qq SlFgHT
ST § N sTFgaic L
SiFgHE SiFgHE
18 | Which of the fqllowmg helps Auto None of the
to reduce spelling error in the Auto Correct | Auto Text
Format above
document ?
farafafaa & & wia ar
¢l SlegHAc ATafeler fr | 3mer STAY FIS
I # FA H H A | BT sTel
AT &2
19 | Superscript, subscript, All of the
outline, emboss, engrave are | text effects | font effects | font styles above
known as
R Eshee, ATEhee,
{i 9 . EEIIE hleC hle-C W
3M3CATS, TFId, T & . . st
. . Fherc Fherc e
T H A ST & ¥ ¥
20 | Which operatlon you will Cut and Copy and Paste and None of the
perform if you need to move
Paste Paste Cut above
a block of text ?
Ife 39Hr TFEC T Th
TS AT el hT HGIHdT | e TeH | HUT TeH |9 UcH [ SAH &
g, dl 39 &l IT ’TRLAT | 9T 9T Fc PS g
HLIN?
21 Landscape is ? Paper Size | A font style Page Page Layout
peIs - P y Orientation getay
ST 3 N pr—— o e
: dqisal | BIC Tl . ,
S S N
22 | Selecting text means, an entire whole All of the
. aword
selecting? sentence document above
CHFEC T TIeT A hl T g - e qar EXNCT]
3 g 8 99 e g2 | e SiFgHT g
23 | Acharacter that is raised and
smaller above the baseline is
known as Capscript Raised Outlined Superscript




Teh FFeX S TS &
FW 3oT g3 3N oler §

oy T F S A | PO | S HB3CABes | RITHE
24 . Open Page Open
Ctrl + P used to 82 Tg Pg;)nxt Format 82 Tg Sg:)/)e( Paragraph
g Dialog Box g Dialog Box
.| 3N o9 3T
39T e 3T A9
Ctrl + P 3T 393141 fhaT HHT WRETH
ER2SIE ER2SIE
STr g STICITIT STIATIT
CIE23) CIE23)
CIE23) CIE23)

25 | Change the tocreatea | Page Page Paper
document in wide format margins Orientation Paper Style Source
faEqa wea # slag#e 9

‘ s HifoleT . I T | O A
e & forw dcel e




