See how well you know Word

If there’s one piece of software that everyone sg¢edknow, it's Microsoft Word. You
can get by with a shallow understanding of Outlooknaybe even Excel, but you should be able
to make Word do whatever you need it to do. Adsohderstanding of Word should provide a
good set of basic skills for learning other progsaas well.

This short test will tell you what you know abouSN#ord and how well you know it.
This test takes into account the variety of metiédsd provides to accomplish the same task.
The test results will give you an idea of the degfthiour skills as well.

If you are using a version of Word other than W8rd some of the menu and command
titles will be different.

How to use this test

This test is designed to assess not only the wabur skills, but also the depth of your
knowledge. You often learn a particular methodamfoenplishing a task that is different from the
standard method. This test attempts to cover aderaange of knowledge than the typical Word
assessment test. That is why more than one answsted as correct in the answer key. You
may know that one method works but may never haee a second or third method. If you
don’t select the “all of the above” answer wheis iappropriate, as in question 18, this should
indicate the need for additional training, not reseeily that you don’t understand how to use
Word.

If you get all of the answers correct, but notadiithe options available to you, you may benefit
from some additional training to teach you diffdreneasier ways of doing things you are
already doing.

If you find you don’t know as much as you woulddito know about this powerful word-

processing program, let me know as | offer educa®one of my services and | can make you a
power-user of MS Word.
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Microsoft Word Assessment Test

Directions; Circleall the answersthat are corr ect.
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How do you bold text within a document?

Highlight the text and click the B button on theltmar.
Highlight the text and type the wobdld.

Highlight the text and pressCtrI>B.

All of the above.

How do you copy text?

Highlight the text, choosEdit, and then chooggopy.

Highlight the text, click the right mouse buttondathen choos€opy.
Highlight the text and pres<CtrI>C.

All of the above.

To check for alternative spellings for a misspellentd, you should:

ChooseT ools and therpelling.

Click the right mouse button on the word.
Press<CtrI><F7>.

Press<k7>.

How do you open an existing document?

ChooseFile and therDpen.

Click on the file folder icon on the toolbar.
Press<Ctrl>0.

None of the above.

How do you save a new document?

Press<Ctr|>S.

ChooseFile and therBave.

Click the right mouse button and cho&swe.
Open the document and give it a new name.

How do you align text on the right margin?
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A.

Choosd~ormat and therAlign Right.
Press<CtrI>R.

Click on the Align Right icon.
Right-click on the text you wish to align.

How do you print to a different printer than theegrou normally use? (This assumes that
you have access to more than one printer.)

Click the Printer button on the Standard toolbaentchoose the desired printer from the

drop-down list on the Name box.

B.

ChooseFile and therPrint. Then click on the dropdown menu and choose teeate

printer from the list in the Name box.

C.

ChooseEdit and therPrint. Then click on the dropdown menu and choose tbate

printer from the list in the Name box.

D.

Press<CtrI>P. Then click on the dropdown menu and choose &sael printer from

the list in the Name box.
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How do you insert a page break into a document?

Press<Enter> until you get to the bottom of the page.
Choosdnsert and therBreak.

Hold down<Ctrl> and pressEnter>.

None of the above.

How do you print preview a document?

Highlight the part of the document you wish to pegwvand pressCtr|>P.
ChooseFile and therPrint Preview.

Click on the Print Preview button on the Standaodlibar.

ChooseView and therPrint Preview.

10.To indent an entire paragraph or block of text {oet the first line), you should move

oCoOow»

your cursor to the block of text you wish to indand:

Press<Tab>.

Click the Increase Indent button on the Formattoaibar.
Choosé~ormat and therParagraph.

None of the above.
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11.How do you change the margins in a document?

A. Click onFEile and therPage Setup.
B. Click onToolsand therMargins.
C. Click onEdit and then Mrgins.
D. Manipulate the Ruler bar.

12.How do you set tab stops?

A. ChooseEdit and therParagraph.
B. Choose~ormat and thernr abs.
C. Manipulate the Ruler bar.

D. All of the above.

13.How do you change your default file location?

A. ChooseFile and therPage Setup.
B. ChooseT ools and therDptions.

C. Chooserile and therProperties.
D. ChooseEdit and then Hes.

14.How do you change the color of your fonts?

A. Use the right mouse button.
B. Choosd~ormat and therFont.
C. Choosetdit and therkEont.

D. ChooseT ools and therDptions.

15.To insert a 2x3 table into a document, you should:

A. ChooseT able and therinsert andT able.

B. Click on the Insert Table button on the Standardlbar.
C. Choosetdit and therTables.

D. Choosd~ormat and theril ables.

16.To add an additional row to an existing table, gbould:

A. ChooseTl able and theri nsert andRows Above or Rows Below.
B. Click on the Insert Table button on the StandardlBar.

C. Use the right mouse button.

D. Press<Tab> at the end of the last row.
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17.Where do you find th#1ail M erge Command?

A. ChooseFormat and therMail Merge.

B. ChooseFile and therPage Setup and therMail Merge.
C. Choosé€l ools and therM ail Merge.

D. Choosdnsert and therMail Merge.

18. How do you change the size of a graphic or pi€ure

A. Click on the picture and then move the edges optteeire until it is resized correctly.
B. Click on the picture and then chodsdit and therEdit Picture. Move the edges of the
picture until it is resized correctly.

C. Right-click on the picture and seldedr mat Picture. Click onSize and enter the size
you wish the picture to be.

D. All of the above.

19.How do you edit an existing hyperlink within a datent?

A. ChooseEdit and therLinks.

B. Use the right mouse button.

C. Highlight the hyperlink and click the Hyperlink bah on the Standard toolbar.
D. Double-click on the linked word or text.

20.How do you add a line between two columns?

A. ChooseEdit and therColumns.

B. Click on the Columns icon on the toolbar.
C. Choosd-aormat and therColumns.

D. ChooseFile and therColumns.

21.How do you set up a page of labels with the sameesd?

A. Chooser ools and therEnvelopes And L abels.
B. Choosd~ormat and therlL abels.

C. Right-click on the page and sel&xpeat.

D. ChooseFile and therLabels.

22.How do you turn off the Grammar Checker?

A. ChooseéFormat and therlGrammar Checker.

B. ChooseFile and therGrammar Checker.

C. Press<Esc> when the Grammar Checker comes up.
D. ChooseT ools and therDptions.

23.How do you insert a text box in a document?
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A. ChooseT ools and therDptions.
B. ChooseView and therDrawing.
C. ChooseEile and therrl ext Box.
D. Choosdnsert and thenT ext Box.

24.How do you set the Format Painter to stay on forentikan one change?

A. ChooseFormat.

B. Double-click on the Format Painter button on then8ard Toolbar.
C. ChooseView and therDptions.

D. ChooseT ools and therDptions.
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Answers and Evaluation

The correct answers are shown below. Some quedtaresmore than one correct answer, so the
answer key lists each correct answer.

The questions are grouped in sets of eight fronmnipérg to intermediate to advanced skills.

@]

I ntermediate questions
9. B,C

10.A, B, C

11.A, D

12.B, C

13.B

14.A B

15.A,B

16.A,C, D

Advanced questions
17.C

18.A,C

19.B,C

20.C

21.A

22.D

23.D

24.B
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