Multiple choice/Short &Longer Assessment Questions for Grade 10
Word Processors (Chapter 5)


 MULTIPLE CHOICE
1.
A(n) ________consist of a list of e-mail addresses of a group of people.


A.
application


B.
database


C.
mailing list


D.
template

Answer:
C

2.
The ……………key causes the cursor to jump several positions. The standard position can be 
reset.

A.
Tab


B.
Num Lock


C.
Enter 


D.
Insert

Answer:
A

3.
Which of the following is NOT a common feature of word processing?


A.
centre line spacing


B.
producing statistics


C.
double line spacing


D.
spell-checking

Answer:
B

4.
This button (option) can be used in a word processor to reverse an action.


A.
Align Centre


B.
Justified


C.
Undo


D.
Redo

Answer:
C

5.
What happens if you select a word, then click the italic button on the toolbar twice in a row?


A.
The word will be italicised.

B.
The word will appear in a regular font


C.
The word will have the same appearance as before


D.
Impossible to determine

Answer:
C

6.
Which of the following icons(tools) would be used to recolor the current font.
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A.


B.

C.

D.

Answer:
D

7.
The sequence of actions that would allow you to double space a document is:

A.
Edit, Insert, Double spacing


B.
Format, Paragraph, Line Spacing, Double


C.
File, Page Setup, Margins, Double

D.
Format, Font, Spacing, Double

Answer:
B

8.
Under which menu would you find the feature that allows you to change the case of text?


A.
Edit


B.
File


C.
View


D.
Format

Answer:
D

9.
This feature allows you to move automatically to the next line without having to press the enter 
key at the end of every paragraph.


A.
Scrolling


B.
Cursor


C.
Word wrap


D.
Alignment

Answer:
C

10.
The feature that allows you to check whether a word is spelt correctly is the:


A.
Grammar Check


B.
Spell Check


C.
Electronic Mail


D.
Formatting

Answer:
B

Longer Assessments

1. Look at the following Window of Microsoft Word.
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1.1
What is the area called where the File command are found?






_______________________________________________________

Answer:
Menu Bar

1.2
State the steps taken to change the “look” of the typed text.





_______________________________________________________


_______________________________________________________

Answer:
Select text ( Format ( Font

1.3
State the steps the user had to use to insert a table like above.



_______________________________________________________


_______________________________________________________

Answer:
Click where table should be inserted ( Table ( Insert ( Table

1.4
What is the Font Size and Style of the Header “THE PRODUCT KEY”


_______________________________________________________

Answer:
Size: 12 // Style:  Bold (all Caps)

1.5
How would you go about adding graphics to the document?





_______________________________________________________


_______________________________________________________

Answer:
Click where graphic must be inserted



Insert ( Picture

2.
Describe the advantages of using a Word Processor rather than the conventional type writer.

Answer:
Documents can be saved // Mistakes can be corrected easily // Mail Merge letters can 

be created // Documents can be used as Templates
3.
Describe the steps you would take to move the first paragraph of a typed document to the end 
of 
the document.

Answer:
Select the paragraph ( Go to Edit ( Choose Cut ( Click at the end of the document ( 

Click on Edit ( Choose Paste

4.
Describe the advantages of creating a Mail Merge letter.

Answer:
A list of recipients can be created in MS Access or another database, the Word 



Processor letter can now be used for all the recipients. No need to type a separate letter 

to every recipient. Faster to create a mail merge letter rather than typing several 


documents that are of the same information.

5.
Give three (3) ways in which word processing software can present information in a letter that is 
difficult or impossible to do using a traditional typewriter.
Answer:
Using graphics // different font types// Range of colours // different font sizes//Special 

symbols 

6.
Shortly describe five (5) ways in which you can use your word processing software.

Answer:
Create cards // Banners // Letters // Posters // Labels // Memos etc.

7.
Write down the word that describes the following commands (sentences) the best:

7.1
Marks the position of the next character

Answer:
Cursor
7.2
Describes the height of a character (two words)
Answer:
Point size

7.3
Another word for typeface

Answer:
Font

7.4
A feature that will allow you to go automatically to the next line without pressing enter (two 
words)

Answer:
Word Wrap

7.5
To line up text on the right margin (two words)

Answer:
Right Align

7.6
Allows you to look at long documents

Answer:
Scrolling

7.7
Duplicates text

Answer:
Copy

7.8
Removes text from its original position.

Answer:
Cut
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Match the icons and their function
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Centre


A



B


C
2. Bold
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Underline


D



E


F
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Print

5. [image: image14.emf]

New Document

G



H


I 
6. Open

7. Save 
8. Cut




9. Copy

Answer:
1.E
2.B
3.H
4.F
5.C
6.I
7.D
8.G
9.A






