O Level

(M1-R5) Information Technology Tools & Network Basic
Chapter: Word Processing (MS Word / LibreOffice Writer) | Total Questions: 25

Practice Edition: Comprehensive bilingual question bank with verified answers and explanations.

Which bar shows the page number and word count?

A) Title Bar B) Menu Bar
C) Status Bar D) Tool Bar
f&dr srqam=
FIT 9T I Yo7 S97 37 I7e8 0T femmar & 2
A) TTEE AT B) A AT
C) =T aw D) T aw

Correct Answer: Option C — Status Bar (F&& aT7)

Explanation (English):
The Status Bar at the bottom provides real-time information about the document.

P s (F&Eh):
TS = aT g ST & 91 H T -2T8H ST T&T T Svdr & |

What is 'Password to Open'?

A) A password to delete the file B) A password required to view the contents of a file
C) A wifi password D) A font name
f&dr srqame
AT T & (AT qEas #1982
A) B 852 & (AT THas B) WS & ATHUT 3@ & (AT A@9TH: TEaS
C) ITEHIE ITHTS D) U& ®i~e a1

Correct Answer: Option B — A password required to view the contents of a file (FTSeT &l H‘I’Hﬁé‘@ﬁ'é’?fﬁ"{ SIERTED
IHE)

Explanation (English):
Encryption with a password prevents unauthorized viewing of sensitive documents.

B s (FET):
ITHEE & AT UlhT Haaa9ier aeaTa sl & ST Sad S &l AT & |
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Which feature allows you to see how your document will look on the web?

A) Print Layout B) Web Layout

C) Read Mode D) Outline

f&dr srqam=

FIT ET GIUT TR T8 TG AT SATATT T 7 [ SATIRT TEATIST 99 97 HaT (57T ?
A) fiie d=iee B) 3 H=A13E
O) Tz A D) 3eATET

Correct Answer: Option B— Web Layout @F T=IE)

Explanation (English):
Web Layout displays the document as a single long page without breaks.

P s (F&<):
T IS TEATIT &l [T dh o Uhed A T8 o &T H Ta(9aq ear & |

4
Which shortcut key applies italic formatting?
A) Ctrl + 1 B) Ctrl + B
C)Cul+U D) Ctrl + E
f&dr srqare
FIT | IIEde ForT Sefoid RIHTEIT AT FIAT & 2
A) Cul +1 B) Ctrl + B
C) Ctl+U D) Ctrl + E

Correct Answer: Option A — Ctrl + I

Explanation (English):
Ctrl+I applies italic formatting.

P =T (f&<):
Ctrl+] Sefoteh RIHTET AR] F7ar & |
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Which office suite supports extensions and templates from an open community?

A) Microsoft Word B) LibreOffice Writer
C) Both D) None
f&dr srgame
FIT AT AR G Ud ol T T TFFEIT AT SFIAH Rl AT HAT & 2
A) AT T B) fersr=iifher Tree
) &t D) Fr$ &

Correct Answer: Option B — LibreOffice Writer (Frsr=iifwe wge7)

Explanation (English):

LibreOffice supports community-made extensions and templates freely.

STt (f&):

fersrettfore wad= =7 & g -FHT T oY Sreed &l 9= 7T & |

What is the shortcut to 'Undo’ the last action?

A) Ctrl+U B) Ctrl+Z
C) Curl+Y D) Cul+R
f&dr srqare
sifawr e &r 'qaad 7 & iedhe FAT 8 ?
A) Cul+U B) Ctrl+Z
C) Ctrl+Y D) Ctrl+R

Correct Answer: Option B — Ctrl+Z

Explanation (English):

Ctrl+Z reverses the most recent change made to the document.

P sarear (f&Eh):
Ctrl+Z F&aTa H [ 1T da9 gTferar IRad= & g9aq &ar & |
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In LibreOffice Writer which tool is used for checking grammar and spelling?

A) Grammar Wizard B) SpellMaster
C) Spelling and Grammar D) AutoCheck
f&dr srgame
st Trees & SATaReor ST ad=T & ST & (70 ffve Thvr & ST fofam Srar & 2
A) T fasTe B) T T
C) ST s uTHT D) FeHE®

Correct Answer: Option C — Spelling and Grammar (FI{eiiT TS UTHY)

Explanation (English):
Spelling and Grammar" is available under Tools — Spelling and Grammar (F7)."

B =g (f&d):
FERT U2 U T — SIfenT U I (F7) & Saiid 39T 7 1"

Which of the following is an example of a word processing software?

A) MS Word B) Powerpoint
C) Excel D) Notepad
ESUSESISY
frafafea & T F19 98 TEET q9ed g7 FiT IS8 8 2
A) MS Word B) TiavqiEe
C) UFe D) AreTs

Correct Answer: Option A — MS Word

Explanation (English):
MS Word is a word processing software.

P =T (f&<):
MS Word U& T TTHET A Feaa7 7 |
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Which word processor integrates OneDrive by default?

A) LibreOffice Writer B) Microsoft Word
C) Both D) None
f&dr srgame
ﬁWﬁWWWﬁOneDriveﬁWW%ﬁ
A) fesr=ittee e B) TS E%E 9%
) &t D) Fr$ &

Correct Answer: Option B — Microsoft Word (ATS=hIET%E aS)

Explanation (English):

MS Word has built-in cloud integration with OneDrive.
ST (FE):

MS Word & OneDrive & AT & FATIS THIH & |

Q10
What is the shortcut key for a 'Hard Page Break'?
A) Ctrl+Enter B) Alt+Enter
C) Shift+Enter D) Ctrl+Shift+Enter
f&dr srgar=
TS U @ & [0 Aieahe Goil 4T & 2
A) Ctrl+Enter B) Alt+Enter
C) Shift+Enter D) Ctrl+Shift+Enter

Correct Answer: Option A — Ctrl+Enter

Explanation (English):
Ctrl+Enter is the fastest way to start a new page manually.

P =g (f&h):
Ctrl+Enter H=]3TT &9 § U 99T T8 I[E &7 Al HG9 qof qoia & |
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Q11
What does 'Undo’' do?

A) Save the document B) Cancels the last action
C) Copies text D) Closes the document
f&dr srqam=
AT FATHATE ?
A) TETIS qE AT & B) sifaw GRaT wE var &
C) TFe T AT & D) SEATaST 98 ®AT &

Correct Answer: Option B — Cancels the last action (e f=raT & #ear %)

Explanation (English):
Undo cancels the last action.

P s=meET (fEEh):
g sifaw FRar ar g ar 71

Q12

Which shortcut 'Increases' font size by one point?
A) Ctrl+[ B) Ctrl+]
C) Ctrl+> D) Ctrl+<
T srqame
FIT T TEhe Hive AR ST UH T T@ar s ?

A) Ctrl+[ B) Ctrl+]
C) Ctrl+> D) Ctrl+<

Correct Answer: Option B — Ctrl+]

Explanation (English):
Ctrl+] (right bracket) grows the font size incrementally.

Pl =gt (FEY):
Ctrl+] FTET ThS) Hive TR AT HiHE €T T AT 8 |
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Q13
Which type of margin is used to add space for binding?

A) Left Margin B) Gutter Margin
C) Top Margin D) Mirror Margin
f&dr srqam=
forer g & AT T ST arE T & e e sirs e F o e strar & 2
A) T TS B) & AT
C) ZT i D) fawz #rfsir

Correct Answer: Option B — Gutter Margin (ITeX aTfer)

Explanation (English):
Gutter margins prevent text from being hidden in the binding of a book.

P s (F&<):
T qTfeT fhaE iy aEfEnT H e ar g a Oad & |

Q14
Which key combination opens the Save As dialog?
A)Cul+S B) F12
C) Ctrl + P D) Cul+O
f&dr srqare
FIT AT HAT T TT T STHANT G eAar & 2
A) Cul+ S B) F12
C) Cul +P D) Ctrl + O

Correct Answer: Option B — F12

Explanation (English):
F12 opens Save As dialog.

P =g (f&h):
F12 89 U STEART @edT & |
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Q15

Which application uses Styles and Formatting sidebar?

A) Microsoft Word B) LibreOffice Writer
C) Both D) None
f&dr srqam=
FIT AT TR S TEed TS RIH T QTSS9 A ITIRT HTaT & 2
A) ATEHETE TS B) fersr=iifher Tree
C) FFT D) Fr$ &

Correct Answer: Option B — LibreOffice Writer (Frsr=iifwe wge7)

Explanation (English):
Writer provides a dedicated sidebar for styles and formatting.

P samear (f&E):
TEeT TETEeH AT RHIET & [T UH qA{TT AT5SaW J&H #ar s |

Q16
How do you split a document into multiple columns?
A) Layout > Columns B) Insert > Columns
C) Review > Columns D) Home > Columns
f&dr s
T AT T S HIAHT H e (T T o & 2
A) I > HiA=T B) $HE > AT+ e
C) =g > At D) B > HleT

Correct Answer: Option A — Layout > Columns (=132 > HlT+T)

Explanation (English):
Columns are created from Layout menu.

P sarear (f&Eh):
FIT A AT T G AT & |

Page 8 of 13



0y

How do you add a table of contents?

A) References > Table of Contents B) Insert > Table of Contents
C) Review > Table of Contents D) Layout > Table of Contents
f&dr srqam=
T qTHUT AT AT e TS & 2
A) TRYEH > 2qcT Ah heed B) € > 2T A(h heed
C) =7 > Zae AAiw hdeq D) TTAIE > &qA Ah heed

Correct Answer: Option A — References > Table of Contents (THRET > &acT 3H He )

Explanation (English):
Table of Contents is added from References tab.

STt (f&€h):
ATAUT ATTART TRYEH &F & STST ST & |
Q18
Which feature allows you to have different margins or page numbering in different parts of a document?
A) Page Break B) Section Break
C) Line Break D) Column Break
f&dr srqare
FIT T GITST SMThT AT & (=T W 5 A= AT T IoT A RAT T &t A T aar 8 2
INEEEED B) I 9
C) ATST o D) e &

Correct Answer: Option B — Section Break (1= &)

Explanation (English):
Section breaks divide the document into parts that can have unique formatting.

P =T (f&<):
T S ST &l 37 qITT & fadTied #3d & (999 eefadia widfeT ar aadar & |
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Q19

How can you insert a table in MS Word?

A) Insert > Table B) File > Table
C) Home > Table D) Review > Table
f&dr srqam=
T MS Word & aTfeaT &8 STeT Gl & ?
A) §9< > T9T B) ®TET > ZaeT
C) 517 > a9 D) = > zaer

Correct Answer: Option A — Insert > Table (F9< > Z9¢)

Explanation (English):
Table is inserted from Insert menu.

P s (F&dh):
ATfAeT $HE 7 & STAT ST & |

Q20

Which feature automatically saves the file after certain intervals?

A) AutoSave B) QuickSave
C) Save Guard D) File Recovery
f&dr s
FiT T giere e i & 912 WiEer fr S=ed €7 F 9Edar s 2
A) AfTHT B) fFasaa
O) 5T TS D) e feahadr

Correct Answer: Option A — AutoSave (2 E)

Explanation (English):
The AutoSave option saves the document periodically to prevent data loss.

P s (F&S):
AteTHa f[qaheT ST &1 & TF 6 [0 FHT-J7T T TEqTaS e AT 7 |
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Q21

Which key combination is used to select all text in a document?

A) Curl+A B) Ctrl+C
C) Cul+V D) Ctrl+S
fedr s
TEATAS H TT S AT T4 A & (AT (R Gl ST T JTANT (HaT Srar 8 2
A) Ctrl+A B) Cul+C
C) Ctrl+V D) Ctrl+S

Correct Answer: Option A — Ctrl+A

Explanation (English):
Ctrl+A is the universal shortcut for selecting all content in a document.

P s (F&<):
Ctrl+A TEATIT H T I 7 997 & & (AT qTa i iede 7 |

Q22

Which feature is used to change the background color of the entire page?

A) Font Color B) Page Color
C) Highlight D) Watermark
f&dr srgar=
ferer gfeaT &7 ITNT HY0 TS5 AT TS 37 936 & (10 [6aT Srar & 2
A) Wi== QT B) T T
C) FTEeATsE D) Ffe TS

Correct Answer: Option B — Page Color (45T Hici?)

Explanation (English):
Page Color allows you to set a background shade or texture for the document.

P =TT (F&=h):
T FeAT ATTRT SEATA & (AT TS| IS AT FA79€ A F dl AT aar & |
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Q23

What is the purpose of automatic saving?

A) Recover documents after crash B) Save quickly
C) Replace manual save D) All of the above
f&dr srgame
T T G ST &7 F9T 3899 & 2
A) T F I TEATE S AN HAT B) STo&T ST
C) A= Fa ST a1 D) ST T

Correct Answer: Option D — All of the above (STZTed TT)

Explanation (English):

Automatic saving periodically saves work to prevent data loss from crashes or power failures.

e (FR):

AT H T h 9T AT a7 (TRAATAT & ST T Al Tl o (70 THT T T HH T2 & |

Q24

What is the shortcut key for making text 'Italic'?

A) Ctrl+I B) Ctrl+B
C) Ctrl+]J D) Cul+E
f&dr srqare
THFE FT Te(AH T & [AT Aewhe Hoil FqT & 2
A) Cul+l B) Ctrl+B
C) Ctrl+]J D) Ctrl+E

Correct Answer: Option A — Ctrl+I

Explanation (English):
Ctrl+I slants the selected text to the right.

P s (F&S):
Ctrl+] S 2o #T &S A favgr Fvar &7
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Q25

Which shortcut key opens the print preview window?

A) Cul+P B) Ctrl + F2
C) Cul+V D) Cul+S
fe&dr srgame
fre e fa=T @reter aTeir oifede Sl fi ar g ?
A) Ctrl + P B) Ctrl + F2
C)Cul+V D) Ctrl + S

Correct Answer: Option B — Ctrl + F2

Explanation (English):
Ctrl+F2 opens print preview.

P sameaT ((E2T):
Ctrl+F2 fSfe s @rear 7 |
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