( PAGELAYOUT MENU )

S.N. Shortcut Action
1 Alt+P+TH Themes
2 Alt+P+TC Theme Colors
3 Alt+P +TF Theme Fonts
4 Alt+P +TE Theme Effects
5 Alt+P+M Page Margins
6 Alt+P+0O Orientation
7 Alt+P+SZ Page Size
8 Alt+P+] Columns
9 Alt+P+B Insert Page and Section Breaks
10 Alt+ N+ LN Line Numbers
11 Alt+P+H Hyphenation
12 Alt+P +PW Page Watermark
13 Alt+P +PC Page Color
14 Alt+P +PB Page Borders
15 Alt+P +PO Object Position
16 Alt+P+TW Wrap Text
17 Alt+P+ AP Selection Pane
18 Alt+P+AY Rotate
19 Alt+P+ AA Align
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CPAGE REFERENCES MENU)

S.N. Shortcut Action
1 Alt+S+T Table of Contents
2 Alt+S+A Add Text
3 Alt+S+U Update Table
4 Alt+S+F Insert Footnotes
5 Alt+S+1 Insert Endnote
6 Alt+S+N Next Footnote
7 Alt+S+P Previous Footnote
8 Alt+S+X Next Endnote
9 Alt+S+V Previous Endnote
10 Alt+S+C Insert Citation
11 Alt+S+G Insert Table of Figure
12 Alt+S+U Update Table (Captions)
13 Alt+S + RF Cross-reference
14 Alt+S+N Mark Entry
15 Alt+S+X Insert Index
16 Alt+S+ DU Update Table (Index)
17 Alt+S+1 Mark Citation
18 Alt+S +RT Insert Table of Authorities
19 Alt+S +RU Update Table (Table of Authorities)
20 Alt+S+M Manage Sources (Citations & Bibliography)
21 Alt+S+L Style (Citations & Bibliography)
22 Alt+S+B Bibliography
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(' MAILINGSMENU )

S.N. Shortcut Action
1 Alt+M+E Envelopes
2 Alt+M+L Lebels
3 Alt+M+S Start Mail Merge
4 Alt+ M +R Select Recipients
5 Alt+M+D Edit Recipient List
6 Alt+M +H Highlight Merge Fiends
7 Alt+M+ A Address Book
8 Alt+M+G Greeting Line
9 Alt+ M +1 Insert Merge Field
10 Alt+M+U Rules
11 Alt+M+T Match Fields
12 Alt+M +B Update Lebels
13 Alt+M+P Preview Results
14 Alt+M+Q First Record
15 Alt+M+M Previous Record
16 Alt+M+X Next Record
17 Alt+M+V Last Record
18 Alt+M+7J Find Recipient
19 Alt+M+K Auto Check for Errors
20 Alt+M+F Finish & Merge
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REVIEW MENU )

S.N. Shortcut Action
1 F1 Spelling & Grammar
2 Alt + Click Research
3 Shift + F7 Thesaurus
4 Alt+R+W Word Count
5 Alt+R+L Translate
6 Alt+R+U Language
7 Alt+R+C New Comment
8 Alt+R+D Delete
9 Alt+R+V Previous Comment
10 Alt+R+N Next
11 Ctrl + Shift + E Track Changes
12 Alt+R+TD Display for Review
13 Alt+R+TM Show Markup
14 Alt+R + TP Reviewing Pane
15 Alt+R+ A Accept
16 Alt+R+1J Reject
17 Alt+R+F Previous
18 Alt+R+H Next
19 Alt+R+M Compare
20 Alt+R +PB Block Authors
20 Alt+R +PE Restrict Editing
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VIEWMENU )

S.N. Shortcut Action
1 Alt+W+P Print Layout
2 Alt+ W +F Full Screen Reading
3 Alt+ W+ L Web Layout
4 Alt+W+U Outline
5 Alt+W+E Draft
6 Alt+ W +R Ruler
7 At+W+G Gridlines
8 Alt+W+K Navigation Pane
9 Alt+W+Q Zoom
10 Alt+ W +17J 100%
11 Alt+ W +1 One Page
12 Alt+ W +2 Two Page
13 Alt+W +1 Page Width
14 Alt+ W +N New Window
15 Alt+ W+ A Arrange All
16 Alt+W+S Split
17 Alt+ W +B View Side by Side
18 Alt+W + VS Synchronous Scrolling
19 Alt+W+T Reset Window Position
20 Alt+ W+ W Switch Windows
21 Alt+W+M Macros
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Important MS Word Shortcut Keys
S.N. Shortcut Action
1 Ctrl + F1 Hide or Show the ribbon
2 - Jump one character to the right
3 «— Jump one character to the left
4 l Jump one line down
5 1 Jump one line up
6 Ctrl + = Jump one word to the right
7 Ctrl + « Jump one word to the left
8 Cctrl+d Jump one line down
9 Ctrl+ T Jump one line up
10 End Jump to the end of a line
11 Home Jump to a beginning of a line
12 Page Down Jump one screen down
13 Page Up Jump one screen up
14 Ctrl + Page Down Move to beginning of the next page
15 Ctrl + Page Up Move to beginning of the previous page
16 Alt + Ctrl + Page Down Jump to top of visible windows
17 Alt + Ctrl + Page Up Jump to button of visible window
18 Ctrl + End Jump to end of document
19 Shift + — Extend selection one character to the right
20 Shift + < Extend selection one character to the left
21 Ctrl + Shift + = Extend selection one word to the right
22 Ctrl + Shift + « Extend selection one word to the left
23 Shift + End Extend selection to the end of a line
24 Shift + Home Extend selection to the beginning of a line
25 Shift + Page Down Extend selection one screen down
26 Shift + Page Up Extend selection one screen up
27 Ctrl + Shift + End Extend selection to end of document
28 Ctrl + Shift + Home Extend selection to beginning of document
29 Alt + Ctrl + Shift + Pg Down Extend selection to end of visible window
30 Alt + Ctrl + Shift + Pg Up Extend selection to beginning of visible window
31 Delete Delete one character to the right
32 Backspace Delete one character to the left
33 Ctrl + Delete Delete one word to the right
34 Ctrl + Backspace Delete one word to the left
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C Important MCQ )

(1) MS Word dIciol & feT8 Run Dialog Box 3 a=II feTdell Usdr 82
(a) Photoshop (b) msword (c) winword (d) microsoft word
(2) MS Word 8-

(a) Word ufsfdsr Jdfucd=R
(b) Image UfStdar JdFcd=R

(c) fafS=n ufstdar Jdiwcde=r

(d) IS ol

(3) AsepRifuc as 3 fdb=ft ot Particular Word @I 3dlatol &b feTe s3ciairet fperr ST 3
(a) Find (b) Replace (c) Go to (d) Left Indent

(4) [t Save File @I GERI A Save Dol P fe18 s3A9ICT fdp=r Siredr 8?

(a) Save (b) Save as (c) Open (d) Print

(5) fp=ti sft Text @I Bold @20l @I Shortcut BIAT 37

(a) Ctrl + Shift + B (b) Ctrl + B (c) Shift+ B (d) Ctrl + P

(6) Help Option I Xdlclol b fo1e DIdIS 3 U o Sirar 8

(a) F3 (b) F12 (c) F11 (d) F1

(7) Ctrl + Shift + > A A3
(a) Increase Font Size (b) Decrease Font Size (c) Change Text Style (d) None
8)Ctrl+ D= ?

(a) Bold (b) Font Setting (c) Superscript (d) None
(9) Format Painter @531 Menu 31 3IIcI a7

(a) Home Menu (b) Insert Menu (c) Page Layout (d) None
(10) Align Text Left @T Shortcut Key BT &

(a) Ctrl + L (b) Ctrl + R (c) Ctrl + E (d) Ctel +1J

(11) U2 Page I BD dIR & Select fapa SIT ADAI 3 -
(a) Ctrl + A SIRT  (b) Ctrl + BB IR (c) Ctrl + X B SIIR  (d) Sole1 A DIS oldl

(12) Hyperlink 8IcI 3

(a) File Menu & (b) Insert Menu 3 (c) View Menu 31 (d) Soldi A DIS oIl
(13) Equation Mode Enable @30l @I Shortcut Key SelIRI:

(a) Alt + = (b) Ctrl + B (c) Ctrl + E (d) So1di A DIS oIk
(14) Short Link dclTol &b 10 $3q131IcT foper Sird 3-

(a) Hyperlink (b) Bookmarks (c) Cross reference (d) Quick parts

(15) Ctrl + X =2

(a) Undo (b) Redo (c) Paste (d) Cut
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(16) MS Word &b 631 35U dIcil 91191 D) Bal B...

(a) Task bar (b) Menu bar (c) Title bar (d) None

(17) ATSPRITUC IS 3 F7 oI U=IIeT fbl SIIT 3....

(a) Spelling Check (b) Research (c) Translate (d) Compare
(18) fcpit s1re Y 310 81101 31 Sfodlc ol fb fder a5t diol I feer s 8 2
(a) Home (b) Review (c) View (d) Page Layout
(19) &3l 8ft Text @I Double Underline @0l d 18 s3cIdIcT fbeIT SIT JIdbdl &

(a) Ctrl + Shift+D (b) Ctrl + F (c) Shift+ F (d) Alt+D

(20) Clear Formatting I $3IIcT Tl fpelT SIIAr 82

(a) Text Formatting @I Delete ol Db [0

(b) Text Formatting @I Clear @30l b Ao

(¢) Page @I Color dGclol & fe10

(d) so19i 3 sl b fere

(21) FAZDRANUC TS 3 Zoom Slider BIAI 3-

(a) Left Side o (b) Right Side 31 (c) Top & (d) Bottom 3

(22) Text I Justify Dol P {10 {3 olidape bl I s3I fdb=II SIIdT 82

(a) Ctrl +1J (b) Ctrl + E (c) Ctrl + R (d) Ctrl + Shift +J
(23) “Table Of Contents” @I $3IAIcT fSB=II SIIAT B-

(a) Asil 31e=130 DI STGIDRT

(b) il 3re=1I3il fob UST old?

(c) fopcrdi o1 daz Us dolrol &b fere

(d) usTs feraar & fere

(24) ATSDORITGT TS P 2007 AT 2010 dlel Version 3 Default U A fbeTol 316] 8l 3?
(a) 8 (b) 7 ()9 (d) 10

(25) SId B ASDIRITUC IS DI Open DA 3 Al Usl b A foractt s1er1 3 it sifterel fgars Sk No Of
Pages, Words Count SIS, 33 Dad 3

(a) Menu bar (b) Title bar (c) Status bar (d) Quick access toolbar
(26) ATSDIRITUC TS b3 DUoil B G IR SRIT?

(a) ATSOIRATUC (b) STeT QISE (d) o141 A DIS oIl
(27) (a + b), A<D forcl 3 Sl 2 fe1ar oI & dl fepA 3ifterel &b SI¥RI fe1dT Sir Al &2

(a) Subscript (b) Superscript (c) Strikethrough (d) Underline

(28) Gridlines AT Navigation Pane @I ¢llol T &cTol b f1u fdba 3\155\3\1 SIIGI USoII?

(a) View (b) Insert (c) Mailings (d) References

(29) Ul A IGIT S1E SIAAJc WISl DI Open Dol D fe18 b 6] 9 SIlell USI 8%¢
(a) BIH FG (b) WTSCT 3], (c) Royg d¥e, (d) o AL,

(30) Paragraph (e8] A>3MId 31 3 =11 3 3 3iferp cIsall & dia Capital Letter ferxdol & fe1e s3cidret fob=Ir Siren
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(a) Drop Cap (b) WordArt (c) Signature Line (d) Chart
(31) Automatic fp3fl 8ff Paragraph 3 AT Small Letter @I Capital Letter 3 dGclol o [0 $THAICT o=
I &

(a) Uppercase (b) Lowercase (c) Toggle case (d) Sentence case

(32) Microsoft Word 31 Current Document @I GI $1I811 3 Distribute @0l b T8 $IcIdIcT fb=II ST &
(a) Split (b) Arrange All (c) Switch Windows  (d) Macros

(33) Endnote Insert @30l I 9licdC TARL

(a) Alt+ Ctrl + D (b) Alt+ Ctrl + E (c)Ctrl + E (d) Ctrl +1

(34) Footnote Insert @20l DI 9licde dar!
(a) Alt+ Ctrl + F (b) Alt+ Ctrl + D (c) Ctrl + Shift+D (d) Ctrl + F
(35) Superscript DI 3GERUI 2

(a) (a+ by (b) C, (¢)(a+Db)2 (d) None

(36) ATSDIANUC TS 3 TP IR Tab U Dol I A DI B2 UPD dIR I fdbdal dise 36! a6 32
(a)1 (b) 2 (©)5 (d)o

(37) ABDRITUC TS 3 Default View 51 UDR I BT 87

(a) Full Screen Reading (b) Print Layout (¢) Draft (d) Web Layout

(38) fopait st Slfﬁljl_cl?[ﬂfﬁ Landscape Format 3 JolTol d feTe a1 f[ddbeyu 3 SITell USoIr?

(a) Size (b) Orientation (c) Margins (d) Column

(39) Text Highlight Color @I S3¢IdIcT D0l D 18 A Hol 3 Sl Sl ?

(a) Bl (b) $5AC (c) &L (d) DIS olat

(40) fep2it Stardic 3 4101 b Ulse Ad 3iiSaI fdba s3achI AleaT b 3ifvorel B ST fepeIT ST 8?
(a) Hyperlink (b) Bookmark (c) Cross reference (d) Chart

(41) ma@a\iHﬁSﬁmﬁWSﬁwﬂ%ﬁﬁManagc fepeIr ST 31 82

(a) Indent (b) Selection Pane (c) Align (d) Margins

(42) Ctrl + Shift+ E=?

(a) Track Changes (b) Show Markup (c) Accept (d) New Comment

(43) Microsoft Word 1 slide-by-slide SIARIFc I arrange 2ol B fe1@ fapA 3iiteret dI sSaIre] fobar Sirer

Y

&7

(a) New Windows (b) Arrange All (c) Switch Windows  (d) Macros
(44) Shift + F7="?

(a) Research (b) Word Count (c) Spelling Check (d) Thesaurus
(45) 8.5" X 11" Size 3GI8I 3

(a) Letter Page Size  (b) A4 Page Size (c) Legal Page Size (d) B4

(46) Rulers f&aars Sedt S

(a) Left 3112 Right ARWB

(b) Left 3R Top I RB

(¢) Right 3fIT Top I AW

(d) Top 3112 Button I AW
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(47) Asft USIi 3 Header, Footer AT Page Number Show 3ol O fe1e fdbaa H\E‘IAH\I SIIGIT BIIT?

(a) Home ) (b) Page Layout (c) Insert (d) Mailings

(48) Direct Hyperlink Insert fcBeII SIT bl &

(a) Ctrl + KB SR (b) Ctrl + HBSIRA  (¢) Ctrl + DD SR (d) Ctrl + Shift + D b SIFRI
(49) Decorative Text Insert 3ol d 18 $ICIAICT Ab=1T SIIAT e

(a) WordArt (b) Drop Cap (c) Text Box (d) None

(50) 3R 3MUD! ASDIRATUC TS 3 DIS IR 564 Dl 8l Al 31U A o] 3 SIRIGI?

(a) B (b) $5AC (c) USI cI3I3T (d) fop=tt 3t o2t

S.N. Answers S.N. Answers S.N. Answers S.N. Answers

1 C 26 A 51 76
2 A 27 A 52 77
3 A 28 A 53 78
4 B 29 B 54 79
5 B 30 A 55 80
6 D 31 A 56 81
7 A 32 A 57 82
8 B 33 A 58 83
9 A 34 A 59 84
10 A 35 A 60 85
11 A 36 C 61 86
12 B 37 A 62 87
13 A 38 B 63 88
14 A 39 A 64 89
15 D 40 B 65 90
16 C 41 B 66 91
17 A 42 A 67 92
18 B 43 B 68 93
19 A 44 D 69 94
20 B 45 A 70 95
21 B 46 B 71 96
22 A 47 C 72 97
23 A 48 A 73 98
24 A 49 A 74 99
25 C 50 B 75 100

' This is an endnote
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