Review Questions for Microsoft Word HIBBs
1. Word is part of what Microsoft software package?

A.
Microsoft Windows 


B.
Microsoft Office 


C.
Microsoft Active Directory 

D.
Microsoft Access

Answer: B
2. How does the ribbon menu style of menus differ from menu systems found in older versions of Word?

A.
The menus are selectable style menus rather than dropdown.

B.
The menus contain more options related to.

C.
The ribbon menus each contain more varied sets of features. 

D.
The menus are dropdown style menus rather than selectable.


Answer: D
3. In which ribbon menu will you find commonly found word features, such as changing font sizes, colors, and styles?

A.
The “Home” ribbon menu

B.
The “Insert” ribbon menu

C.
The “Design” ribbon menu

D.
The “File” menu

Answer: A
4. In which ribbon menu will you perform the vast majority of your document formatting?

A.
The “Page Layout” ribbon menu

B.
The “Insert” ribbon menu

C.
The “Review” ribbon menu


D.
The “View” menu

Answer: A
5. What is the keyboard shortcut that allows you to create a new document?


A.
“Ctrl” + “D”

B.
“Alt” + “N”

C.
“Ctrl” + “N”

D.
“Shift” + “D”

Answer: C
6. What is the keyboard shortcut that allows you to save a document?


A.
“Ctrl” + “S”

B.
“Alt” + “R”

C.
“Ctrl” + “R”

D.
“Shift” + “D”

Answer: A

7. Before closing a document, it is important that you do what?


A.
Close Word

B.
Save your document

C.
Format your document

D.
Spellcheck your document

Answer: B
