
microsoft word test questions and answers
Microsoft Word test questions and answers are essential for anyone looking to prove their proficiency
in this widely used word processing software. Whether you are preparing for a job interview,
certification exam, or simply brushing up on your skills, understanding what kind of questions may
arise can help you feel more confident and prepared. In this article, we will cover various types of test
questions related to Microsoft Word, along with detailed answers and explanations.

Understanding Microsoft Word

Microsoft Word is a powerful word processing application that is used across multiple industries for
creating, editing, and formatting text documents. Knowing how to navigate its features efficiently can
enhance productivity and ensure high-quality document presentation.

Basic Features of Microsoft Word

Before diving into specific test questions, let's review some basic features that frequently appear on
tests:

1. Document Creation: Understanding how to create a new document.
2. Text Formatting: Familiarity with font styles, sizes, and colors.
3. Paragraph Formatting: Knowledge of alignment, line spacing, and indentation.
4. Inserting Elements: Ability to insert images, tables, hyperlinks, and other objects.
5. Editing Tools: Utilizing spell check, grammar check, and thesaurus.
6. Page Layout: Skills in adjusting margins, orientation, and size.
7. Saving and Sharing Documents: Understanding file formats and sharing options.

Common Test Questions and Answers

Now, let’s explore some common Microsoft Word test questions and answers that you may encounter.

Question 1: How do you create a new document in Microsoft
Word?

Answer:
To create a new document in Microsoft Word, follow these steps:
1. Open Microsoft Word.
2. Click on “File” in the top-left corner.
3. Select “New” from the menu.
4. Choose “Blank Document” or select a template from the available options.
5. Click on “Create” to start your new document.



Question 2: What is the shortcut key for saving a document?

Answer:
The shortcut key for saving a document in Microsoft Word is Ctrl + S. This command allows you to
save your current document quickly without needing to navigate through the menus.

Question 3: How can you change the font size of selected
text?

Answer:
To change the font size of selected text:
1. Highlight the text you want to modify.
2. Go to the "Home" tab on the Ribbon.
3. In the "Font" group, locate the font size dropdown menu.
4. Click the dropdown and select a new size, or type in a specific size and press Enter.

Question 4: What are the steps to insert a table?

Answer:
To insert a table in Microsoft Word:
1. Click on the “Insert” tab in the Ribbon.
2. Select “Table” from the options.
3. You can either drag to select the number of rows and columns you want or click on “Insert Table”
for more specific options.
4. Once selected, the table will appear in your document, and you can begin entering data.

Question 5: Explain how to use the spell checker in Microsoft
Word.

Answer:
To use the spell checker in Microsoft Word:
1. Click on the “Review” tab in the Ribbon.
2. Click on “Spelling & Grammar” in the "Proofing" group.
3. The spell checker will start scanning your document for spelling and grammatical errors.
4. Follow the prompts to correct or ignore errors as needed.

Question 6: How do you create a bulleted list?

Answer:
To create a bulleted list in Microsoft Word:
1. Place your cursor where you want the list to start.
2. Go to the “Home” tab in the Ribbon.



3. Click on the “Bullets” button in the "Paragraph" group.
4. Start typing your list items; press Enter after each item to create a new bullet.

Question 7: What feature allows you to track changes made to
a document?

Answer:
The feature that allows you to track changes in a document is called Track Changes. To enable this
feature:
1. Click on the “Review” tab in the Ribbon.
2. Click on “Track Changes” in the "Tracking" group.
3. Any edits, comments, or formatting changes made will be highlighted, allowing for easy review and
acceptance or rejection of changes.

Question 8: How can you insert a hyperlink into your
document?

Answer:
To insert a hyperlink:
1. Highlight the text you want to turn into a hyperlink.
2. Right-click the highlighted text and select “Hyperlink…” from the context menu.
3. In the dialog box, enter the URL in the “Address” field.
4. Click “OK” to create the hyperlink.

Question 9: What is the purpose of the "Page Layout" tab?

Answer:
The "Page Layout" tab (now known as the "Layout" tab in newer versions) allows users to adjust
various aspects of the document's layout, including:
- Setting margins
- Choosing page orientation (portrait or landscape)
- Adjusting page size
- Adding columns
- Setting up page breaks

Question 10: Describe how to create a header and footer.

Answer:
To create a header and footer:
1. Click on the “Insert” tab in the Ribbon.
2. Click on “Header” or “Footer,” depending on what you want to add.
3. Choose a pre-defined format or select “Edit Header” or “Edit Footer” to create a custom one.
4. Enter the desired text or insert elements like page numbers.



5. Click “Close Header and Footer” to return to the main document.

Advanced Features and Questions

For those looking to demonstrate a higher level of proficiency, understanding advanced features of
Microsoft Word is crucial.

Question 11: How do you create a Table of Contents?

Answer:
To create a Table of Contents (TOC):
1. First, apply heading styles (Heading 1, Heading 2, etc.) to the sections of your document.
2. Click on the “References” tab in the Ribbon.
3. Click on “Table of Contents.”
4. Select a TOC style from the dropdown menu.
5. The TOC will be generated automatically based on the headings used in your document.

Question 12: What is a mail merge and how is it used?

Answer:
Mail merge is a feature that allows you to create personalized documents for multiple recipients, such
as letters or labels. To use mail merge:
1. Prepare your main document (letter) in Word.
2. Create or select a data source (such as an Excel spreadsheet) with recipient information.
3. Go to the “Mailings” tab in the Ribbon.
4. Click on “Start Mail Merge” and select the type of document.
5. Use “Select Recipients” to choose your data source and insert merge fields.
6. Finish and merge to create individualized copies.

Question 13: Explain how to use styles in a document.

Answer:
Styles in Microsoft Word are pre-defined formatting options that can be applied to text to ensure
consistency. To use styles:
1. Highlight the text you wish to format.
2. Go to the “Home” tab in the Ribbon.
3. In the “Styles” group, choose a style (e.g., Heading 1, Normal).
4. The text will adopt the formatting of the selected style, which can be modified if needed.

Question 14: What are macros, and how can they be useful in



Word?

Answer:
Macros are sequences of instructions that automate repetitive tasks in Word. They can be useful for:
- Formatting documents consistently
- Inserting standard text or images
- Performing complex actions with a single command

To create a macro:
1. Go to the “View” tab and select “Macros.”
2. Click on “Record Macro,” name it, and assign a shortcut if desired.
3. Perform the actions you want to automate, then stop recording.

Conclusion

Mastering Microsoft Word test questions and answers is fundamental for anyone looking to enhance
their skills in word processing. By familiarizing yourself with basic and advanced features, you can not
only prepare effectively for tests but also improve your overall productivity in creating and managing
documents. Whether you are a beginner or an experienced user, continuous learning and practice are
key to becoming proficient in this versatile software.

Frequently Asked Questions

What is the shortcut key to open a new document in Microsoft
Word?
Ctrl + N

How can you check the spelling and grammar in a Microsoft
Word document?
You can check spelling and grammar by clicking on the 'Review' tab and selecting 'Spelling &
Grammar' or by using the shortcut F7.

What feature allows you to automatically generate a table of
contents in Word?
The 'References' tab has a 'Table of Contents' feature that allows you to insert a table of contents
based on heading styles.

How do you insert a page break in Microsoft Word?
You can insert a page break by clicking on 'Insert' in the menu and selecting 'Page Break' or by using



the shortcut Ctrl + Enter.

What is the purpose of 'Track Changes' in Microsoft Word?
'Track Changes' allows you to see edits made to a document, including insertions, deletions, and
formatting changes, making it easier to review modifications.

How can you change the orientation of a page in Word?
You can change the orientation by going to the 'Layout' tab, selecting 'Orientation,' and choosing
either 'Portrait' or 'Landscape.'

What is the function of the 'Format Painter' in Microsoft
Word?
'Format Painter' allows you to copy formatting from one part of the document and apply it to another,
by clicking on the Format Painter icon and then the text you want to format.

How do you create a hyperlink in a Word document?
To create a hyperlink, highlight the text you want to link, right-click, select 'Hyperlink,' and then enter
the URL in the dialog box.

What is the use of 'Styles' in Microsoft Word?
'Styles' are pre-defined formatting choices that can be applied to text, helping maintain consistency
and streamline the formatting process throughout the document.
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