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Section A: MCQ Questions
Q1: Where is the Quick Access Toolbar located?

Answer: B. Top left corner

Q2: What feature allows you to combine a document with a data source to send personalized letters?

 Answer: C. Mail Merge

Q3: What is the function of the “Restrict Editing” feature in Word 2010?

Answer: B. Allows only specific types of edits

Q4: What is the default view when you open Word 2010?

Answer: B. Print Layout

Q5: Which command lets you duplicate formatting from one section to another?

Answer: C. Format Painter

Section B: Descriptive Questions

Q1: What is the difference between Section Breaks and Page Breaks in Word?
· Page Break:
A page break simply ends the current page and starts a new one. It does not change formatting such as headers, footers, margins, or layout.
Example: Used when starting a new chapter on a new page.

· Section Break:
A section break divides a document into sections, allowing each section to have different formatting (margins, orientation, headers/footers, columns, etc.).
Example: Used when you need one section in portrait and another in landscape orientation.

OR

Page Break:
· A Page Break simply moves the text following the break to the next page.

· It is mainly used to start a new page within the same section.

· Example: Ending a chapter and starting a new one on a fresh page.

· It does not allow different formatting (like margins, headers/footers, or orientation) between pages.

Section Break:
· A Section Break divides a document into separate sections, each of which can have different page layouts or formatting.

· For example, you can have different headers/footers, margins, or orientation in each section.

· Types include Next Page, Continuous, Even Page, and Odd Page.
Q2: Describe the use of Macros in Word 2010. How can a macro be recorded and used?
Use of Macros:
Macros are used to automate repetitive tasks in Word. They record a sequence of actions that can be replayed anytime to save time and ensure consistency.

Steps to Record and Use a Macro:

Go to the View tab → Macros → Record Macro.

Enter a name for the macro.

Choose to assign it to a button or keyboard shortcut.

Perform the actions you want to record.

Click View → Macros → Stop Recording.

To run it: Go to View → Macros → View Macros, select your macro, and click Run.

OR

A Macro in Microsoft Word 2010 is a feature that allows users to automate repetitive tasks by recording a sequence of actions (like typing text, applying formatting, inserting tables, etc.) and then replaying them whenever needed. Macros save time and reduce human error in performing frequent tasks.

Steps to Record a Macro:
1. Go to the View tab on the Ribbon.

2. Click Macros → Record Macro.

3. In the dialog box, give the macro a name and choose where to store it (in the current document or all documents).

4. Assign the macro to a button or keyboard shortcut if desired.

5. Perform the actions you want Word to record.

6. When done, click Macros → Stop Recording.

Using a Macro:
1. To run a macro, go to View → Macros → View Macros, select the macro name, and click Run,
or use the assigned button/shortcut key.

Q3: How can you insert SmartArt in MS Word? Write the steps.
Steps:
1. Go to the Insert tab on the Ribbon.

2. Click SmartArt in the Illustrations group.

3. Choose a SmartArt graphic (e.g., Process, Cycle, Hierarchy).

4. Click OK.

5. Enter your text inside the shapes or text pane.

6. Use the SmartArt Tools (Design and Format tabs) to customize colors, styles, and layouts.

OR

Steps to Insert SmartArt in MS Word:
1. Open your Word document.

2. Go to the Insert tab on the top menu.

3. Click on SmartArt in the “Illustrations” group.

4. The Choose a SmartArt Graphic window will appear.

5. Select a category (like List, Process, Cycle, Hierarchy, Relationship, etc.).

6. Choose the design you want and click OK.

7. A SmartArt graphic will appear in your document — you can type your text inside the shapes and format it as you like.
Q4: Describe the steps to apply a watermark to a document.
Steps:
1. Open the document.

2. Go to the Design tab (or Page Layout in older versions).

3. Click Watermark in the Page Background group.

4. Choose a predefined watermark (e.g., Confidential, Draft) or select Custom Watermark.

5. In the dialog box, you can use Text Watermark or Picture Watermark.

6. Click OK to apply.

OR

Steps to Apply a Watermark in MS Word:
1. Open your Word document.

2. Go to the Design tab (or Page Layout tab in older versions).

3. Click on Watermark in the “Page Background” group.

4. A list of ready-made watermarks will appear (like Confidential, Draft, etc.).

5. Click on the one you want — it will appear on all pages of your document.

6. To make your own, choose Custom Watermark, then you can:

7. Select Picture Watermark to use an image, or

8. Select Text Watermark to type your own words.

9. Click OK to apply it.
Q5: Describe the steps to protect a document with a password and restrict editing.
Steps:
To set a password:
1. Click File → Info → Protect Document → Encrypt with Password.

2. Enter a password and confirm it.

3. Save the document.

To restrict editing:
1. Click File → Info → Protect Document → Restrict Editing.

2. Under “Editing restrictions,” select Allow only this type of editing and choose the desired option (e.g., No changes – Read only).

3. Click Yes, Start Enforcing Protection, then set a password if needed.

OR
Steps to Protect a Document with a Password:
1. Open your Word document.

2. Click the File tab → choose Info.

3. Click on Protect Document (or Protect Workbook in Excel).

4. Select Encrypt with Password.

5. Type your password in the box and click OK.

6. Re-enter the same password to confirm and click OK again.
→ Now, no one can open the document without that password.

Steps to Restrict Editing:
1. Go to the Review tab.

2. Click Restrict Editing in the “Protect” group.

3. In the panel on the right, choose what kind of changes people can make (like No changes – Read only).

4. Click Yes, Start Enforcing Protection.

5. Enter a password to lock the settings.
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