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Word Processing Using Microsoft Word 2007
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PRACTICE QUESTIONS

© 2010 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written permission from Cheltenham
Courseware unless produced under the terms of a courseware site license agreement with
Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this document, including
both technical and non-technical proofing. Cheltenham Courseware and all staff assume no
responsibility for any errors or omissions. No warranties are made, expressed or implied
with regard to these notes. Cheltenham Courseware shall not be responsible for any direct,
incidental or consequential damages arising from the use of any material contained in this
document. If you find any errors in these training modules, please inform Cheltenham
Courseware. Whilst every effort is made to eradicate typing or technical mistakes, we
apologise for any errors you may detect. All courses are updated on a regular basis, so
your feedback is both valued by us and will help us to maintain the highest possible
standards.

Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you are
viewing is marked as NOT FOR TRAINING, SAMPLE, or similar, then it cannot be used as
part of a training course, and is made available purely for content and style review. This is
to give you the opportunity to preview our courseware, prior to making a purchasing
decisj mple versij be re-sol i ty.
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nt available

Contact Information

UK / Ireland
Email: info@cctglobal.com
Web: www.cctglobal.com

Australia / Asia Pacific / Europe (ex. UK / Ireland) / Rest of the World
Email: info@cheltenhamcourseware.com.au
Web: www.cheltenhamcourseware.com.au

USA / Canada
Email: info@cheltenhamcourseware.com
Web: www.cheltenhamcourseware.com
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PRACTICE QUESTIONS

BCS Approved Courseware

1. This courseware is approved by the BCS for use within the UK and
adheres to the BCS ECDL 5 syllabus.

o BCS
SAMPLE
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PRACTICE QUESTIONS

Using the Application - Quiz 1

1) What is the function of this icon?

4

a) Open.
b) Close.
c) Save.
d) New.

4) What is the function of this icon?
= [i]
b

a) Font Size.

b) Landscape.
c) Zoom level.
d) Screen width.

2) What is the function of this icon?

o

a) Open.
b) Close.

a) Open.
b) Close.
c) Save.
d) New.

5) What is the function of this icon?
By

>

a) New.
b) Open.
c) Close.
d) Save As.
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PRACTICE QUESTIONS

Using the Application - Quiz 2

1) Open a document.

6) Close a document.

a) Alt+0. a) Alt+0.

b) Shift+N. b) Alt+F4.
c) Ctrl+0. c) Ctrl+F4.
d) Shift+0. d) Shift+F4.

2) Create a new document. 7) Toggle the display of a task

a) Shift+N. pane.
b) Ctrl+N. a) Alt+0.
c) Alt+0. b) Shift+0.
d) Ctrl+0. c) Ctrl+F1.
d) Shift+F1.
3) Save a document.
a) Ctrl+S. 8) Display the Save As dialog box.
b) Tab+S. a) Shift+F1.
c) Alt+S. b) F1.
d) Shi

4) Sw et

deeument ose the Word progr
a) +Tab

b) F1. b) F1.

c) Fo. c) Alt+F4.

d) Ctrl+N. d) Ctrl+F4.

5) Display the help window.
a) Alt+0.

b) Shift+F9.

c) F1.

d) F6.

q CHELTENHAM
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PRACTICE QUESTIONS

Using the Application - Quiz 3

1) Open the Microsoft Word program.

2) Display the Open dialog box.

3) Display the contents of the Documents folder. Then display the contents of
the Microsoft Word Samples folder, which is located under the Documents

folder.

4) Open a Word document called Sales 2006. Open two more Word documents
called Sales 2007 and Sales 2008.

5) Practice switching between the three documents.
6) Close the Sales 2006 and Sales 2007 documents.
7) Create a new document, and type you name into the document.

8) Save the document you have just created, into the Microsoft Word Samples
folde ing the file.name, es.

t rd program. Restart
ve the file USing the Rich Text
ples folde

11) Save the file in a format that is compatible with an earlier version of Word,
(within the Microsoft Word Samples folder).

12) Save the file with a plain text format, (within the Microsoft Word Samples
folder).

13) Save the file as a document template.

14) Close the Microsoft Word program, and then reopen the program. Open a file
called Font Size. Make a note of the current zoom magnification level.

15) Increase the zoom magnification so that you can read the bottom line of text.
Restore the zoom magnification to the original level.

16) Modify the default Word file location, to point to the Microsoft Word
Samples folder, located under the Documents folder.

17) Open a document called Show Hide. Display the tabs set within the
document using show/hide. How many tabs can you see? Close the document.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
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PRACTICE QUESTIONS

Using the Application - Quiz 4

1) Create a new document based on a Fax template. Enter information
into the document and save the document using the file nhame 'My Fax
Page’', in the Microsoft Word Samples folder, which is located under
the Documents folder.

2) Create a new document based on a Memo template. Enter information
into the document and save the document using the file name 'My Memo
Page’, in the Microsoft Word Samples folder, which is located under
the Documents folder.

3) Create a new document based on an Agenda template. Enter
information into the document and save the document using the file name
'My Agenda Page’, in the Microsoft Word Samples folder, which is
located under the Documents folder.

4) Display Help relating to 'what's new' in your version of Microsoft Word.

5) apa :

6) om I isplay an onl
page.

7) e the'Word se it stores e

'user name'.
8) Set the default opening and saving folder to the Microsoft Word
Samples folder, which is located under the Documents folder.

9) Open a document called Data. Save the file using the name 'Text
data’, as a text file, within the Microsoft Word Samples folder, which
is located under the Documents folder. Close the file.

10) Open a document called 'Annual Sales'. Save the document as a
template in the Microsoft Word Samples folder, which is located under
the Documents folder.

11) Open a document called 'Annual Sales'. Save the document using
an alternative file format, such as Microsoft Works.

12) Close all open documents and close Word.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
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PRACTICE QUESTIONS

Document Creation - Quiz 1

1) Select to the end of a line. 8) Insert the registered trademark
a) Home. symbol.
b) Shift+End. a) Alt+Ctrl+R.
c) Alt+Home. b) Alt+T.
d) Alt+End. c) Alt+M.
d) Shift+T.
2) Select to the end of a paragraph.
a) Alt+End. 9) Insert the trademark symbol
b) Ctrl+Shift+Down Arrow. a) Alt+T.
c) Alt+Shift. b) Alt+S.
d) Ctrl+End. c) Alt+Home.

d) Alt+Ctrl+T.

3) Select to the start of a line.

a) Shift+Home. 10) Undo the last action
b) Shift+End. a) F8.
c) Ctrl+Home. b) Ctrl+1].
d) Ctrl+F9. c) Ctrl+A.
d) Ctrl+2Z.

5) Select to the end of a document

a) Alt+End. 12) Display the Find dialog box within
b) Alt+Home. Word
c) Ctrl+Home. a) Ctrl+D.
d) Ctrl+Shift+End. b) Ctrl+H.
c) Ctrl+A.
d) Ctri+F.
6) Select the entire document
a) Ctrl+A.
b) Ctrl+S. 13) Display the Replace dialog box
c) Ctrl+B. within Word
d) Ctrl+C. a) Ctrl+A.
b) Ctrl+H.
c) Ctrl+M.
7) Insert the copyright symbol d) Ctrl+R.
a) Home+C.
b) Alt+C.
c) Alt+Ctrl+C. 14) Move selected text within Word to
d) F10. the Clipboard.
a) Ctrl+C.
b) Ctrl+V.
c) Ctrl+X.
d) Ctri+A.
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PRACTICE QUESTIONS

Document Creation - Quiz 2

1) Open a document called Manipulating Text, located within the Microsoft
Word Samples folder, which in turn is under the Documents folder.

2) Follow the instructions within the document and move a line of text, to the end
of the document.

3) Follow the instructions within the document to insert your name.

4) Insert the trademark symbol, as indicated within the document.

5) Insert the registered trademark symbol, within the document.

6) Insert the copyright symbol, as indicated within the document.

7) As directed within the document, practice selecting a single character.

8) As directed within the document, practice selecting a single word.

tence.

r Pr

13) As directed within the document, delete a paragraph above

14) Undo the deletion. Then redo this deletion.

15) As directed, copy a line of text to the start of the document.
16) Use the ‘Find’ facility to find the word 'PowerPoint'.

17) Find the phrase 'start of the document'.

18) Use ‘Replace’ to replace the text 'MS' with the text 'Microsoft'.

19) Use the ‘Replace’ facility to replace the phrase 'the MS Office family of
products' with the text 'Microsoft Office'.

20) View the open document in a range of different views, such as Normal, Print
Layout, Outline and Full Screen. Also view the document within the Print Preview
layout.

21) Save your changes and close Microsoft Word.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
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PRACTICE QUESTIONS

Document Creation - Quiz 3

1) Open a document called Editing, located within the Microsoft Word
Samples folder, which in turn is under the Documents folder.

2) Within the first paragraph, insert the letter 'a' to correct the sentence.

3) Within the second paragraph, insert the word 'line' after the word
'This'.

4) Within the third line select the word 'line' and overtype the word
'paragraph’.

5) Open the document called 'One'. Open another document called
'Two'.

6) Within the document called One, copy line 'a' to the bottom of the
document.

0]

do ent c One py the docum
e C , moveéline 'c' to botto f this

9) Move line 'd' to the document called Two.

10) Open a document called Deletion.

12) Delete a word within the document, as directed within the document.
13) Delete a line within the document, as directed within the document.

14) Use the Show/Hide icon to display the non-printing formatting
marks in this document.

15) Hide the non-printing formatting marks from view.

16) Save your changes and close Word.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
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Formatting - Quiz 1

1) What is the function of this icon?

a) Bold.

b) Italic.

c) Underline.
d) Blue colour.

5) What is the function of this icon?
e
e —

a) Left Align.
b) Right Align.
c) Bullets.

d) Numbering

2) What is the function of this icon?
A

a) Spell check.

b) Increase font size.

c) Decrease font size.
d) Font colour.

6) What is the function of this icon?
Calibri (Body) <

a) Left Align.
b) Right Align.
c) Font Size.
d) Font Type.

7) What is the function of this icon?

c) Centre.
d) Justify.

4) What is the function of this icon?
—
I—

a) Left Align.
b) Right Align.
c) Bullets.

d) Numbering.

8) What is the function of this icon?

A

a) Font size.

b) Font colour.

c) Foreground colour.
d) Background colour.

q CHELTENHAM
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PRACTICE QUESTIONS

Formatting - Quiz 2

1) Apply bold formatting. 8) Indent a paragraph from the left.
a) Ctrl+A. a) Ctri+L.

b) Ctrl+B. b) Ctrl+R.

c) Shift+B. c) Ctrl+A.

d) Alt+B. d) Ctrl+S.

2) Apply italic formatting. 9) Apply subscript formatting.
a) Alt+S. a) Ctrl+Equals sign.

b) Ctrl+Spacebar. b) Ctrl+S.

c) Alt+I. c) Alt+S.

d) Ctri+I. d) Shift+S.

3) Apply underline formatting. 10) Apply double underlining.
a) Alt+I. a) Ctrl+T.

b) Ctrl+U. b) Ctrl+Shift+D.

c) Alt+1I. c) Ctrl+D.

d) Ctrl+U. d) Alt+D.

5) Increase font size by exactly 1 pt. 12) Remove manual character
a) Ctrl+1. formatting.
b) Ctrl+2. a) Ctrl+A.
c) Ctrl+3. b) Ctrl+Spacebar.
d) Ctrl+]. c) Ctrl+R.
d) Ctrl+C.
6) Decrease font size by exactly 1 pt.
a) Ctrl+1.
b) Ctrl+[.
c) Ctrl+A.
d) Ctrl+S.

7) Indent a paragraph from the right.
a) Ctrl+L.
b) Ctrl+R.
c) Ctrl+A.
d) Ctrl+S.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
This practice material, which has been approved by the BCS, includes exercise items intended to assist ECDL
Candidates in their training for ECDL. These exercises are not ECDL certification tests. For information about
authorized ECDL Test Centres in different national territories, please refer to the BCS website at www.ecdl.co.uk



| ‘ CHELTENHAM

|

Page 14
Word Processing Using Microsoft Word 2007

PRACTICE QUESTIONS

Formatting - Quiz 3

1) Horizontal text alignment options 5) The default text colour is white. Is
include. Left, right, centre and... this true or false?

a) Sideways. a) True.

b) Up. b) False.

c) Justify.

d) Down.

6) Paragraph marks are displayed by
default. Is this true or false?

2) The 2 in the formula E=MC2 is a) True.
formatted using: b) False.

E=MC*

a) Subscript. 7) Adding a line around selected text

b) Euperscript. involves adding a:
c) Lower case. a) Fill colour.

d) All caps. b) Border.
c) Field.

- - d) Shadow.
3) The 2 in the formula H20 is

4) To insert a soft carriage return (line
break), press the Enter key while
depressing which other key

a) Alt.

b) Ctrl.

c) Shift.

d) Tab.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
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PRACTICE QUESTIONS

Formatting - Quiz 4

1) Open a file called Formatting-01, located in the Microsoft Word
Samples folder, which in turn is contained within the Documents folder.

2) There are four tab spaces within the document. Find them and remove
them (use show / hide to see them).

3) Remove indenting from a paragraph, as indicated within the document.
4) Remove numbering formatting from the list within the document.
5) Remove bulleted formatting from the list within the document.

6) Change the colour of the text used by one of the paragraphs within the
document.

7) Change the font type used by one of the paragraphs within the

document.

8)€hang u y O t phs within t

do

9) italisation u by [one of the para o] it i
disp i er case letters.

10) Apply a heading style to one of the paragraphs.

11) Apply double line spacing to the paragraph that you removed the
indent from.

12) Apply bullet style formatting to one of the lists, and use one of the
alterative bullet styles.

13) Apply numbering style formatting to one of the lists, and use one of
the alterative numbering styles.

14) Save your changes and close the document.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
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PRACTICE QUESTIONS

Formatting - Quiz 5

1) Open a file called Formatting-02, located in the Microsoft Word Samples
folder, which in turn is contained within the Documents folder.

2) Change the case of the first line, so that it is displayed as all upper case.
3) Format the list of countries so that they are bulleted.

4) Centre the top line.

5) Justify the text in the last paragraph.

6) Indent the second line.

7) Save your changes and close the document.

8) Open a document called Hyphenation. Experiment with enabling and
disabling automatic hyphenation.

cument,
changes

11) Format the tabs to align the first item in each row (i.e. the sales region), to
the left.

12) Format the tabs to centre align the second item in each row (i.e. the names).

13) Format the tabs to decimal align the third item in each row (i.e. the sales
values).

14) Format the tabs to align the fourth item in each row (i.e. the sales targets),
to the right.

15) Save the document.
16) Remove all the tabs within the document.
17) Insert tab spaces between each item within the document.

18) Save the document as My tabs and close Microsoft Word.
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Word Processing Using Microsoft Word 2007

PRACTICE QUESTIONS

Formatting - Quiz 6

1) Open a file called Formatting-03, located in the Microsoft Word
Samples folder, which in turn is contained within the Documents folder.

2) Align paragraph (a) to the left.

3) Align paragraph (b) to the right.

4) Centre paragraph (c).

5) Apply bold formatting to paragraph (d).

6) Apply italic formatting to paragraph (e).

7) Apply underline formatting to paragraph (f).

8) Apply bold and italic formatting to paragraph (d).

formatting aph (e).
f tting to pa ).
ofwa asiillustrated withi cu

12) Format Einstein's formula, as illustrated within the document.

13) Format the text within paragraph (j) so that it uses normal sentence
case formatting.

14) Format the text within paragraph (k) so that it uses 'title case'
formatting.

15) Remove the line break within paragraph (I).
16) Insert a line break within paragraph (m).

17) Copy the formatting from one paragraph to another, at the bottom of
the document.

18) Justify the text within paragraph (n).

19) Select the word formatting in paragraph (d) and apply a style to this
text only.

20) Save your changes and close Microsoft Word.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
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Word Processing Using Microsoft Word 2007

PRACTICE QUESTIONS

Formatting - Quiz 7

1) Open a file called Formatting-04, located in the Microsoft Word
Samples folder, which in turn is contained within the Documents folder.

2) Apply a left indent to paragraph (b).

3) Apply a right indent to paragraph (c).

4) Apply a left and right indent to paragraph (d).

5) Apply indenting to just the first line within paragraph (e).

6) Apply an indent to the first line of paragraph (f).

7) Apply single underlining to the first sentence within paragraph (g).

8) Apply double underlining to the first sentence within paragraph (h).

crosoft
ocuments folder.

12) Double the spacing above and below paragraph (b).

13) Apply a box border to paragraph (f).
14) Apply a shading effect to paragraph (f).
15) Apply a background colour to paragraph (f).

16) Save your changes and close Microsoft Word.
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Word Processing Using Microsoft Word 2007

PRACTICE QUESTIONS

Objects - Quiz 1

1) What is the function of this icon? 4) What is the function of this icon?

FE Iy

a) Insert Word table. a) Inserts a shape.
b) Insert Excel worksheet. b) Inserts a picture.
c) Insert Columns. ¢) Inserts WordArt.
d) Insert Picture. d) Inserts a table.

2) What is the function of this icon? 5) What is the function of this icon?

£ Fie]

a) Insert Word table. a) Inserts a table.

e wing rib
A

a) Converts Word table into an Excel
table.

b) Edit a table.

c) Draw a table.

d) Deletes the selected table.
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PRACTICE QUESTIONS

Objects - Quiz 2

1) Move to the next table cell.
a) Alt.

b) Ctrl.

c) Tab.

d) Alt+F9.

2) Go to the last cell in a table row.

a) Ctrl+Home.
b) Alt+End.

c) Alt+C.

d) Ctri+V.

7) Move a selected picture to the
Clipboard.

a) Ctrl+X

b) End

¢) Esc

d) Ctrl+Vv

3) Paste a picture from the
Clipboard.

a) Ctrl+C.

b) Ctrl+V.

c)

a) Alt+Page Up.
b) Page Up.

c) Page Down.
d) Ctrl+Page Up.

8) Delete a selected picture.
a) Alt.

b) Ctrl.

c) Shift.

d) Del.

9) Go to the first cell in a table row.
a) Alt+Home.
b) Home.

ove to the previous table cell.
ift+Tab.

c) Alt.
d) Alt+Tab.

5) Go to the previous row.
a) Ctrl+P.

b) Up Arrow.

c) Alt+N.

d) Ctrl+Up Arrow.

6) Copy a selected picture to the
Clipboard.

a) Ctrl+A.

b) Ctrl+V.

c) Ctrl+C.

d) Ctri+X.

11) Go to the last cell within a table
column.

a) End.

b) Esc.

c) Ctrl+Page Down.

d) Alt+Page Down.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
This practice material, which has been approved by the BCS, includes exercise items intended to assist ECDL
Candidates in their training for ECDL. These exercises are not ECDL certification tests. For information about
authorized ECDL Test Centres in different national territories, please refer to the BCS website at www.ecdl.co.uk



‘ CHELTENHAM

|

Page 21
Word Processing Using Microsoft Word 2007

PRACTICE QUESTIONS

Objects - Quiz 3

1) Open a document called Tables, located in the Microsoft Word Samples folder, which
in turn is contained within the Documents folder.

2) Insert a table containing 5 rows and 3 columns.

3) Insert the following data into the table.

Region Sales in 2007 Sales in 2008
North 12 15
South 23 26
East 13 17
West 24 29

4) Select the cell relating to northern region sales for 2008 and change the value to 35.
5) Practice selecting the top row.

6) Practice selecting the first column

7) Practice selecting the entire table.

outh' and|'East'.

'North' a
a
- North 18
- South 26
- East 22
- West 31

11) Delete the column and then undo the deletion.
12) Insert a row beneath the first row. Then delete the row.
13) Delete the column containing the data for 'Sales in 2006'.

14) Add shading to the top row, as illustrated.

Region Sales in 2007 Sales in 2008
North 12 15
South 23 26
East 13 17
West 24 29

15) Modify the table border, make it wider, apply a different style and use a different
border colour.

16) Double the height of each row.

17) Make the column wider. Save your changes and close the document.
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PRACTICE QUESTIONS

Objects - Quiz 4

1) Open a document called Objects-01, located in the Microsoft Word
Samples folder, which in turn is contained within the Documents folder.

2) As indicated within the document, insert an item of clip art, relating to
computers.

3) As indicated within the document, insert a file from your hard disk
called Happy, (located in the Microsoft Word Samples folder, which in
turn is contained within the Documents folder).

4) As indicated within the document, insert a chart.

5) As indicated within the document, insert a shape. Insert a Star shape.

6) Practice selecting the objects within the page.

7) Move each object in turn; from page one, to page two.

e.
5 , loca in the Microsoft
tained wit

10) Move each object in turn, from page one of the first document, to
page one of the second document.

11) Copy each object in turn, from page one of the second document, to
page one of the first document.

12) Close the second file, and save your changes.
13) Within the first file, resize all the objects to make them bigger.

14) Delete the item of clip art on page one, and also delete the 'happy'
object on page two.

15) Save your changes and close the document.
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PRACTICE QUESTIONS

Mail Merge - Quiz 1

1) What is the function of this icon? 5) What is the function of this icon?

a) Cut to data file. a) Open data source.
b) Merge to new document. b) Spell check.
c) Main document set up. c) Merge to new document.
d) Spell check. d) Inserts a table.
2) What is the function of this icon? 6) What is the function of this icon?
.;i =
| |
aa
a) Last record. a) Inserts a table.
b) Next record. b) Spell checking.
c) New record. c) Insert merge field.
d) Previous record. d) Previous record.

3) is the fun ?
a) First record. a) Spell check.

b) Last record. b) View merged data.

¢) Next record. c) View database.

d) Previous record. d) Merge to new document.

4) What is the function of this icon? 8) What is the function of this icon?

" Ch

a) Previous record.

b) Exit mail merge. a) Cut to Clipboard.
c) Next record. b) Merge to new document.
d) Last record. c) Copy to Clipboard.

d) Previous record.

q CHELTENHAM
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PRACTICE QUESTIONS

Mail Merge - Quiz 2

NOTE. These Shortcuts may only work during the actual mail merge process.

1) Preview a mail merge. 4) Edit the mail merge data
a) Ctri+P. document.
b) Ctrl+V. a) Alt+Shift+E.
c) Alt+Shift+K. b) Ctrl+C.
d) Ctrl+Shift+V. c) Ctrl+Shift+V.
d) Ctrl+E.
2) Insert a merge field.
a) Ctrl+V. 5) Print a merged document.
b) Alt+Shift+F. a) Ctrl+Shift+V.
c) Ctri+I. b) Esc.
d) Ctrl+M. ¢) Prnt Scrn.

d) Alt+Shift+M.

3) Merge to a document.

a) Alt+Shift+N. 6) Open a main document for mail
b) Ctrl+M. merging.

C) ift+V.
d)g ‘ \
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PRACTICE QUESTIONS

Mail Merge - Quiz 3

1) Explain the concept of mail merging.

2) Explain the concept of merging a data source with a main document such as a
letter or a label document.

3) Open a file called Main Letter, located in the Microsoft Word Samples
folder, which in turn is contained within the Documents folder.

4) Start the mail merge process to produce a mail merged letter.

5) Use a data source file called Employees, located in the Microsoft Word
Samples folder, which in turn is contained within the or Documents folder.

6) Insert the necessary mail merge fields, as illustrated below.

«Titlew «FirstNames «SecondNames
«Department s

Hi «FirstName:s

Are vou available to attend a meeting next Wednesdaw at 11 30 in th
room. We are planning the final details for the next months product|

7) Finish the mail merge and produce a new, merged document. Save the new
document as My Merged Letters, within the Microsoft Word Samples folder.

8) Repeat the procedure, but this time; produce mailing labels (using a label size
of your choice). Save the file as My Merged labels, within the Microsoft Word
Samples folder.

9) Close Word.

10) Explain how you would output your merged letters and mailing labels to a
printer.
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PRACTICE QUESTIONS

Preparing Outputs - Quiz 1

1) Print a document.
a) Alt+P.

b) Ctrl+F1.

c) Esc.

d) Ctrl+P.

2) Move to the first preview page when
zoomed out.

a) Print Scrn.

b) Alt+Print Scrn.

c) Ctrl+Home.

d) Esc.

7) What is the function of this icon?

-

a) Printing.

b) Scans the document.
c) Save.

d) Open document.

3) Toggle between Print Preview and
Normal View.

a) Alt+Ctrl+1.

b) Ctrl+P.

c) F1.

d) Cta

d) Fo.

5) Move to the last preview page when
zoomed out.

a) Ctrl+End.

b) End.

c) Alt+End.

d) Ctrl+E.

8) What is the function of this icon?

v

a) Printing.

b) Spelling.

c) Set language.
d) Open.

ction of t icon?

a) Zoom.

b) Save this version.
c) Print.

d) Print Preview.

6) Display the Print dialog box.
a) Ctrl+P.

b) Ctrl+0.

c) Ctrl+F1.

d) Esc.

10) Page breaks and line breaks are
the same thing. Is this true or false?
a) True.

b) False.

11) To insert a page break, press the
Enter key, and which other key?

a) Alt.

b) Ctrl.

c) Shift.

d) Tab.
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PRACTICE QUESTIONS

Preparing Outputs - Quiz 2

1) Open a file called Printing-01, located in the Microsoft Word
Samples folder, which in turn is contained within the Documents folder.

2) Read through the document and look for errors, but do not correct any
errors that you may find.

3) Run the spell and grammar checking facility and fix all the errors that
you can. Add CCT to the spelling directory.

4) Re-read the document and manually fix any errors that may still be
present within the document.

5) Check the paper size and if necessary, change the paper size setting.
6) Check the page layout in Print Preview. Close the Print Preview view.

7) Change the document orientation to landscape.

8)€heck the pa outi
9).Change the t
10) hepage.

11) Set the system to print two copies at a time.

Print Preview view,

12) Open a file called Printing-01. Print just page 2 of the document.
13) Print page 2-3 of the document.

14) Close Word and save any changes you have made.
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PRACTICE QUESTIONS

Preparing Outputs - Quiz 3

1) Open a file called Formatting-06, located in the Microsoft Word
Samples folder, which in turn is contained within the Documents folder.

2) Change the paper size to the normal page size used within your
country. Also change the page orientation.

3) Modify the existing header by inserting a copyright symbol in front of
the text.

4) Delete the existing footer.
5) Insert a field within the header, to display the number of pages.
6) Insert a field within the footer, to display the date.

7) Insert a field within the footer, to display file storage name & location.

11) Halve the size of the right margin.

12) Insert four new pages using manual page breaks, so that you can see
the effect of the page numbering.

13) Delete one of the page breaks.

14) Save the file using the file name My Fields. Close the document.
Reopen the document and you should see that the footer displays the new
file name and storage location.

15) Open a file called Formatting-07.

16) Apply bullet formatting to the first list. Apply a different bullet style to
the bulleted list.

17) Apply numbering formatting to the second list. Apply a different
numbering style to the numbered list.

18) Save your changes and close Microsoft Word.
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PRACTICE QUESTIONS

ECDL Module Three: General Questions - Quiz 1

1) Open a file called Company Report, located in the Microsoft Word
Samples folder, which in turn is contained within the Documents folder.

2) Spell check the document.
3) Insert an item of clip art relating to sales.

4) Format the text to try and match the illustration below, as closely as
possible.

5) Save your changes and close the document.

© CCT (2008)

COMPANY REPORT

d out slases
been able to
has incrase

be completed.

Australia
LUnited Kingdom
South Africa
Russia

Hong Kong

gy

Production Facilities are now located in:
1. China

2. South Korea

3. United States

Flease see our web site for a detailed repost.
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PRACTICE QUESTIONS

ECDL Module Three: General Questions - Quiz 2

1) Open a file called National Sales, located in the Microsoft Word
Samples folder, which in turn is contained within the Documents folder.

2) Insert the following table under the main heading. Format the table as
illustrated below.

Region Product Range1 ProductRange 2 Product Range 3

North 23 34 31
South 28 23 24

East 19 23 12
West 22 25 30

3) At the bottom of the document, insert a picture from your hard disk
called National Sales, which is located in the Microsoft Word Samples
folder, which in turn is contained within the Documents folder.

4) Centre the title, use a different font and use a larger font size.

epIce it mtInumEer

7) Change the colour of the font used by the title, so that it is displayed in
Red.

8) Save the document using the file name My National Sales.
9) Resave the document in RTF format.

10) Close the document.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au.
This practice material, which has been approved by the BCS, includes exercise items intended to assist ECDL
Candidates in their training for ECDL. These exercises are not ECDL certification tests. For information about
authorized ECDL Test Centres in different national territories, please refer to the BCS website at www.ecdl.co.uk





