


21.The parts of MS Word window that displays the name of the program on the

active document is called

a. Ribbon b. Title Bar c. Close Button

22.The parts of MS Word window that used to access the tool quickly is called . ...

a. Office Button b. Ribbon ¢. Quick Access Toolbar

23.The ... scroll bar is used for shifting the MS Word screen display up or down.
a. Horizontal b. Middle c. Vertical

24.The ... scroll bar is used for shifting the MS Word screen display left or right.
a. Middle b. Horizontal c. Vertical

25. The blinking vertical line on the work are that shows the area locationis...
a. Cursor b. Pointer c. Work area

26.You can zoom in to get a close - up view of your file or zoom out to see more of
the page at a reduced size by using. ..
a. Zoom Slider b. Office Button c. Scroll Bar

27 The parts of MS Word window that displays information about the cursor
position is. ..
a. Scroll Bar b. Title Bar c. Status Bar

28.The area in MS Word window where you can type the textis....
a. Drawing area b. Typing Area c. Window Area

29. The ... makes the text darker than normal.

a. Bold b. Italic c. Underline




30. The ... gives the underlines of the text

a. ltalic b. Bold c. Underline
31. The ... makes the text slants to the right side.

a. Bold b. Underline c. ltalic
32. The tools that used to change the color of the fontis. ..

a. Font size b. Font color c. Font Name

INSTRUCTIONS: Label the diagram below. Drag the correct tittle in the box.
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insertion point quick access toolbar

tittle bar ribbon ruler

horizontal scroll Zoom slider status




