
45 x Word PowerPoint Practice Questions (Fall, 2017)             
1. Which of the following software programs is a full-featured word processing program that allows users to create professional-looking documents and revise them easily?
A. Microsoft Office 2016
B. Windows 

C. Word 2016
D. WordPad


Answer: C

2. How do you access Word 2016 Help from the Word Window?

A. Click the Microsoft Office Word Help button in the upper right corner of the Word window

B. Press the F2 key

C. Choose the Help command on the View Ribbon

D. Click the Microsoft Office Word Help button in the lower left corner of the Word window

Answer: A

3. Which is the shortcut key for accessing Microsoft Office Word Help from the Word window?

A. F4

B. F1

C. F5

D. F9
Answer: B

4. Which area is used to view a portion of a document on the screen?
A. Print Layout

B. Status bar

C. Word window

D. Document window

Answer: D

5. Which command is used to split a document into two panes so that different parts of the document can be viewed at the same time?
A. Switch Windows

B. Arrange All

C. Split

D. New Window

Answer: C

6. In the document window, which bar is used to navigate and display the various areas of a document?
A. Task

B. Scroll

C. Tool

D. Status

Answer: B

7. Which bar presents information about a document, the progress of current tasks, and the status of certain commands and keys, and also provides controls for viewing the document?
A. Task

B. Scroll

C. Tool

D. Status

Answer: D

8. To increase or decrease the size of the content in a Word 2016 window, which item on the status bar would you use?
A. Zoom slider

B. View picker

C. Next page control

D. Previous page control

Answer: A

9. What is the control center located below the title bar at the top of the Word 2016 window called?
A. Task Pane

B. Tab

C. Ribbon

D. Groups

Answer: C

10. In the lower-right corner of the ribbon groups, what is the name of the small arrow that displays a dialog box or a task pane with additional options for the group?

A. Dialog Box Launcher

B. Toolbar Ellipse

C. Command Dropdown

D. Option box slider

Answer: A

11. What does an ellipse (three small dots) after a drop-down menu item signify?

A. Choosing the Launcher will reveal more choices

B. A dialog box will appear when the item is selected

C. A website will be launched when the item is selected

D. A help menu will be launched when the item is selected

Answer: B

12. Which of the following automatically appears based on tasks you perform, and contains commands related to changing the appearance of text in a document?
A. Dialog box

B. Mini Toolbar

C. Shortcut Menu

D. Ribbon

Answer: B

13. By default, which of the following is located above the ribbon, at the left edge of the title bar, to provide convenient, one-click access to frequently used commands?
A. Mini Toolbar

B. Shortcut Menu

C. Quick Access Toolbar

D. Status bar

Answer: C

14. What is the name of the list of frequently used commands that appears when you right-click an object?
A. Mini Toolbar

B. Shortcut Menu

C. Quick Access Toolbar

D. Status bar

Answer: B

15. On the Title bar, which item enables a user to minimize, maximize, or close the Word 2016 window?

A. File tab buttons

B. Zoom slider

C. Window control buttons

D. Word Ribbon tabs

Answer: C

16. Which command should you use to cancel a recent command or action?

A. File tab, close button

B. Shortcut Menu, Cancel command

C. Home Ribbon, Clear Formatting button

D. Quick Access Toolbar, Undo button

Answer: D

17. How do users switch from one ribbon to another in Word 2016?

A. Use any arrow key on the keyboard

B. Use the Page Up or Page Down keys on the keyboard

C. Click the tab of the ribbon they wish to access

D. Shift+ Tab to move to the next ribbon

Answer: C

18. When you hover your cursor over a command button in a ribbon, what is the name of the descriptive box that appears?

A. Button description

B. Tool Tip

C. Tool description

D. Command Tip

Answer: B

19. On the Title bar, which button may be selected to display only tab names rather than entire ribbons in the Word 2016 window?

A. Shrink the Ribbon

B. Hide the Ribbon

C. Decrease the Ribbon

D. Minimize the Ribbon

Answer: D

20. Which of the following actions or commands cannot be cancelled in Word 2016?

A. Printing and saving a document

B. Borders and shading

C. Font color change and font size change

D. Paragraph alignment and page orientations

Answer: A

21. In the Print dialog box, which area provides a user with a list of available printers?

A. Print button

B. Printer Status button

C. Printer List button

D. Printer Selector List

Answer: B

22. In the Print dialog box, which area displays several print options and gives a preview of how the document will look after printing?

A. Print controls

B. Print Preview

C. Print Gallery

D. Print Status

Answer: C

23. What is the name assigned to a file when it is saved?
A. Document name

B. Document title

C. File name

D. File title

Answer: C

24. What is the name of the view that provides data about documents and contains a set of commands to help a user manage documents?
A. Backstage

B. Properties

C. Document

D. Normal

Answer: A

25. Which command on the View Ribbon enables the document to be viewed as it would appear on a webpage?

A. Print Layout

B. Draft

C. Outline

D. Web Layout

Answer: D

26. Which of the following software programs is used to create a collection of slides that may contain text, charts, pictures, sound movies, or multimedia, and is often called a presentation graphics program?

A. Office 2016
B. PowerPoint 2016
C. Word 2016
D. WordPad

Answer: B

27. What are collections of files created in PowerPoint 2016 called?

A. Documents

B. Graphics

C. Presentations

D. Slide Shows

Answer: C

 28.  Which of the following describes the process of determining a presentation’s purpose, the type of presentation necessary, the desired outcome, target audience, and the presentation setting?

A. Creating the presentation

B. Planning the presentation

C. Editing the presentation

D. Delivering the presentation

Answer: B

29. Which type of presentation provides an audience with background information, knowledge, and specific details about a topic to help them gain understanding, make informed decisions, or increase their expertise?

A. Informative presentations

B. Demonstrations

C. Training presentations

D. Persuasive presentations

Answer: A

30. Which type of presentation is used to influence how an audience feels about a particular position or plan?

A. Informative presentations

B. Demonstrations

C. Training presentations

D. Persuasive presentations

Answer: D

31. Which type of presentation is used to teach an audience how something works or help them understand a process or procedure?

A. Informative presentations

B. Demonstrations

C. Training presentations

D. Persuasive presentations

Answer: B

32.  Which type of presentation is used to help an audience learn new skills or learn how to perform new tasks, such as how to operate a piece to equipment? 

A. Informative presentations

B. Demonstrations

C. Training presentations

D. Persuasive presentations

Answer: C

33. Which tab shows a multilevel list of the titles and text of each slide in the presentation?

A. Notes

B. Slides

C. Outline

D. File

Answer: C

34. Which tab shows a column of numbered slide thumbnails so users can see a visual presentation of several slides at once?

A. Notes

B. Slides

C. Outline

D. File

Answer: B

35. Which pane in PowerPoint 2016 provides an area for saving reminders to help a presenter during a presentation?

A. Notes

B. Slides

C. Outline

D. File

Answer: A

36.  What is the coordinated set of colors, fonts, and other design elements that are applied to components of a presentation called?

A. Background

B. Transitions

C. Theme

D. Animations

Answer: C

37. Which PowerPoint 2016 pane shows the current slide as it will appear during the slide show?

A. Note

B. Slide

C. Outline

D. File

Answer: B

38. In the PowerPoint 2016 View ribbon, which presentation view enables a user to view one slide at a time in the Slide Pane?

A. Normal

B. Slide Sorter

C. Notes Page

D. Reading

Answer: A

39. What is the region of a slide reserved for inserting text or graphics called?

A. Text area

B. Entry Box

C. Field

D. Placeholder

Answer: D

40. Which of the following is a predetermined way of organizing objects on a slide including title text and other content?

A. Design

B. Scheme

C. Layout

D. Plan

Answer: C

41. What is the default view for presentations in PowerPoint 2016?

A. Single Page view

B. Publication view

C. Normal view

D. Master page view

Answer: C
42. Which area presents information about the presentation/document being created, the progress of current tasks, and the status of certain commands and keys, as well as providing controls for viewing the publication?

A. Scroll bars

B. Title bar

C. Quick Access toolbar

D. Status bar

Answer: D

43. Which area is located at the top left of the MS Office 2016 window and provides convenient, one-click access to frequently used commands?

A. Scroll bars

B. Title bar

C. Quick Access toolbar

D. Status bar

Answer: C

44. How are the ribbon commands separated for logical placement?

A. In sections

B. In groups

C. In boxes

D. In submenus

Answer: B

45. What is the area accessed through the File Tab called?

A. Information view

B. Options view

C. Backstage view

D. Background view

Answer: C


