
Lesson – 3 

Advanced Features of word Processors 

Q1. Fill in the blanks: 

1. Various lines and other shapes can be inserted through  

Insert tab. 

2. Footer is the area at the bottom of pages. 

3. Shapes are present under Illustrations group. 

4. Default page orientation is Portrait. 

5. Landscape Orientation is Horizontal. 

6. The Keyboard shortcut for find is Ctrl+F. 

7. Header is an area of document that appears in the top 

margin. 

8. Insert tab stores the settings for header and footer. 

9. 6 object can be included in Ms.word document . 

10. Superscript is a small text which is above the main line. 

 

Q2. State true or false: 

1. A  margin of 0.5 inch is reserved for header.(True) 

2. Shapes are present under Insert tab .(True) 

3. We can add text to a shape .(True) 

4. Subscript is the small text which is just above the main 

line. (False) 



5. Default page orientation is landscape. (False) 

6. To draw a square, rectangle tool can be used .(True) 

7. To draw a circle , oval tool can be used .(True) 

8. Shadow cannot be applied to objects.(False) 

9. If we want to set shadow in 3D effect, then effect option 

is used. (False) 

10. X2 is an example of superscript. (True) 

Q3. Match the following : 

1. Format Painter    -  Home tab. 

2. Header and Footer   -  Insert tab. 

3. Inserting column    -  Page layout. 

4. Applying border and   -  Design. 

Shading          

5. Adjust the size of shape  -   Format . 

 

Q4. Name the following :  

1. Name the popular word processor. 

A. Ms. Word. 

2. Name the tab used to change the margin of page. 

A.Page layout. 

    3. Name the key used to create a perfect square and circle. 

 A. Shift key. 

4. Name the option which can be used to apply style to a               

shape. A. Shape fill or shape outline 



5. Name the shortcut key to print the document. 

     A. Ctrl+P 

6. Name the decorative text added to a document. 

 A. Word art 

7. Name the key that helps to select more shapes at a time. 

 A. Ctrl key 

8. Name the option used to insert different shapes in Ms. 

Word.  A. Shapes option in Illustration group 

9. Name the option used to make the text as superscript. 

 A. Superscript (X2 in font group of home tab) 

10. Name the tab used to tab insert header and footer, in a 

document. A. Insert Tab 

 

Q5. Answer in one word: 

1.  Which option is used to make the text as subscript? 

a. Subscript option in font group of home tab. 

2. Which option is used to replace the text in whole 

document? 

a. Replace option. 

3. Where can you find print option? 

a. In office button . 

4. Which are the two objects that can be included in Ms. 

Word document? 



a. Shapes and flowcharts. 

5. Which group is used to apply different style to a shape? 

a. Shape style group. 

6. Which option is used to change the thickness of line ? 

a. Weight option in shape outline. 

7. What is applied to a file as a single selection to apply 

colours, font and effects? 

a. Themes. 

8. Which option can be used to add header? 

a. Insert Tab → Header option. 

9. Which option can be used to add footer? 

a. Insert Tab → Footer option. 

 

Q6. Choose the correct answer: 

1. Auto shapes are available under? 

a. Insert tab 

b. Draw tab 

c. Format tab 

d. View tab  

2. Which of the following is not an extension of picture file? 

a.    .bmp 

b.    .jpg 

c.    .gif 

d.    .pcr  

 

 



3. Footer can be inserted by clicking_______. 

a. Insert tab and header and footer group 

b. Insert tab and Link group 

c. Format Tab 

d. None of these above  

4. Word reserves a margin of ______ for header and footer 

each. 

a. 1 inch 

b. 1½ inch 

c. 0.75 inch 

d. 0.5 inch  

5. Margins can be set by wing ________. 

a. Margin dialog box 

b. Page setup dialog box 

c. Paragraph dialog box 

d. None of these  

6. Which of the following option is used for searching a 

word? 

a. Replace 

b. Find  

c. Format Painter  

d. Smart lookup  

7. Shortcut key for replacing text is ______. 

a. Ctrl + F 

b. Ctrl + H 

c. Ctrl + V 

d. Ctrl + X 



8. Shortcut key center alignment of text is _______. 

a. Ctrl + R 

b. Ctrl + E 

c. Ctrl + C 

d. Ctrl + L 

9. Shortcut key for Justify alignment is  _____  . 

a. Ctrl + R 

b. Ctrl + J 

c. Ctrl + C 

d. Ctrl + L 

 

10. Shortcut Key for Right alignment is ______. 

a. Ctrl + R 

b. Ctrl + E 

c. Ctrl + J 

d. Ctrl + V 

11. Shortcut Key for Left alignment is _______. 

a. Ctrl + R 

b. Ctrl + E 

c. Ctrl + L 

d. Ctrl + V 

12. Shortcut Key to print a document is _____ . 

a. Ctrl + S 

b. Ctrl + P 

c. Ctrl + V 

d. Ctrl + J 



Q7. Define : 

1. Header : 

               Header is the area on the top margin of each 

page in document. We can insert page number, date, 

company logo, title type information etc.  

2. Footer : 

              Footer is the area in the bottom margin of each 

page in a document. We can insert page number or a logo 

or company’s copyright type information in footer. 

3. Page Margin : 

                         Page margin is the blank space around the 

edges of the page. Text or graphics appear in the 

printable area inside the page margin. 

Q8. Differentiate between :  

1. Subscript and Superscript. 

         Subscript                                         Superscript 

(i)Subscript refers to the 

small letters, that appear 

slightly lower than the 

normal text line .E.g. X2, H2.  

(ii) Shortcut key for 

subscript is ctrl + =. 

(i)Superscript refers to 

the small letters , that 

appear slightly above 

than the normal text 

line. E.g. X2,X2Y3.  

 (ii)Shortcut key for 

superscript is Ctrl + 

Shift = 



2. Header and Footer. 

 

Header                                                    Footer 

 

(i)Header is an area on the 

top margin of each page in a 

document. 

(ii) We can insert page no, 

company’s logo , title etc. in 

header. 

 

  (i)Footer is an area on the 

bottom margin of each page 

in a document. 

(ii) We can insert page no. or 

logo, copyright type 

information in footer. 

 

Q9. Answer the following : 

1. What is the use of Format Painter? 

Ans. Format Painter is present in clipboard goup of home 

tab. It is used for formatting purpose. It provides 

formatting on text or graphics. 

 

2. How can you add a bulleted list to a text? 

Ans. Go to > Home tab > Bullet > Select the type of bullet. 

 

3. Write the steps to insert header? 

Ans. (i) Click insert tab. 



(ii) Click header option from header and footer       

group. 

(iii) Choose the style of your choice . 

(iv) Type the text you want . 

(v) Click close header and footer. 

4. How can you insert a line break in a document? 

Ans. (i) Click where you want to break a line . 

 (ii) Press shift + return    When you insert a manual 

line, break with an Enter Button. 

 

5. Write the steps of inserting shapes in a document. 

Ans. (i) In insert tab , click on shapes. 

 (ii) Select the desired shapes. 

 (iii) Click hold and drag in the desired location  to 

add the shape to your document.  

 

 

 

 

 

 

 

 

 



 

 

 


