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SECTION-B 
A. Multiple choice Questions: 
1. ___________ alignment is used to set the text evenly between the left and right margins. 
a) Left                                 b) Center            c) Justify 
2. The Font size box is available on the ____________ tab. 
a) Insert                              b) Font               c) Home 
3. What is the shortcut key to apply/remove the subscript effect? 
a) Ctrl+=                            b) Ctrl+ shift+=    c) Ctrl+shift 
4. Which among the following commands is used as Repeat Typing Tool 
a)  Undo                             b) Redo              c) Paste    

 
 

 
B. Answer the Following: 
Q no.1. What does Formatting mean? 
Ans 1:  Formatting means changing the appearance of a document to make it attractive . 
Q no.2. How will you change the font in your document?  
Ans  2:  

• Select the text.Click on the Home tab. 

• Click on the drop-down arrow next to the Font box in the Font group. A List of  
Fonts appears. 

• Choose the desired Font from the displayed font list. Observe the change. 
Q no.3: List the various change case options available in word 2016. Explain any two? 
Ans 3:  MS Word 2016 provides five types of case options:- 
a. Sentence case 
b. lower case 
c. UPPER CASE 
d. Capitalize Each Word 
e. tOGGLE Case 
a) Sentence case:-  It capitalizes the first letter of the selected sentence. 
Example    This is a test document. 
b) lower case:- It converts the selected text to lower case. 
Example:- this is a test document. 
 

            
Q no.4:Define the term Text Alignment. Name the types of Alignments available in  

         Word  2016? 
 

Ans 4: Text Alignment refers to the Positioning  of the text on a page. Word 2016 provides 
           Four types of Alignments which are as follows:- 

o Align Left 
o Center 
o Align Right 
o Justify 

 
 
 



   

 

Q no.5: What is the difference between Superscript and Subscript Option? 
Ans  5: Superscript option places the selected text slightly above the baseline.On the  

                    Contrary , the Subscript option places the selected text slightly below  the baseline 
                    And makes it appear smaller than the rest of the text. 
 
 
                          
 


