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MS Word MCQ (Hindi + 
English) -50+  

1. MS Word में Default Font Size क्या होती ह?ै 
What is the default font size in MS Word? 
 A) 10 
 B) 11 
 C) 12 
 D) 14 

2. MS Word में किस shortcut से नया Document बनता ह?ै 
Which shortcut creates a new document in MS Word? 
 A) Ctrl + N 
 B) Ctrl + O 
 C) Ctrl + S 
 D) Ctrl + P 

3. MS Word में 'Bold' िरने िे लिए िौन-सी shortcut होती ह?ै 
Which shortcut key is used for Bold in MS Word? 
 A) Ctrl + U 
 B) Ctrl + B 
 C) Ctrl + I 
 D) Ctrl + P 

4. MS Word में 'Save As' िे लिए shortcut key क्या ह?ै 
What is the shortcut for 'Save As' in MS Word? 
 A) F11 
 B) F12 
 C) F5 
 D) F7 

5. MS Word में Ruler िो िैसे Hide/Show िरत ेहैं? 
How to Hide/Show Ruler in MS Word? 
 A) View Tab → Ruler 
 B) Insert Tab → Ruler 
 C) Layout Tab → Ruler 
 D) Home Tab → Ruler 

6. MS Word में Header िहााँ होता ह?ै 
Where is the Header located in MS Word? 

 A) Page िे नीचे 

 B) Page िे बीच 

 C) Page िे ऊपर 

 D) Page िे दाएं 

7. MS Word में िौन सा Extension File िो Save िरने िे लिए उपयोग होता ह?ै 
Which extension is used to save MS Word files? 
 A) .xlsx 
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 B) .docx 
 C) .pptx 
 D) .mdb 

8. MS Word में 'Copy' shortcut क्या ह?ै 
What is the shortcut key for 'Copy' in MS Word? 
 A) Ctrl + C 
 B) Ctrl + X 
 C) Ctrl + V 
 D) Ctrl + P 

9. MS Word में 'Thesaurus' िी shortcut key क्या ह?ै 
What is the shortcut key for 'Thesaurus' in MS Word? 
 A) Shift + F7 
 B) F9 
 C) Alt + F8 
 D) Ctrl + F5 

10. MS Word में एि साथ पूरी document select िरन ेिे लिए िौन सी shortcut होती ह?ै 
Which shortcut key selects the entire document in MS Word? 
 A) Ctrl + A 
 B) Ctrl + L 
 C) Ctrl + Z 
 D) Ctrl + P 

11. MS Word में किस Tab से Page Margin सेट िरत ेहैं? 
In which tab is Page Margin set in MS Word? 
 A) View 
 B) Insert 
 C) Layout 
 D) Review 

12. MS Word में Footnote किस Tab से जोडा जाता ह?ै 
In which tab can Footnote be inserted in MS Word? 
 A) Insert 
 B) References 
 C) View 
 D) Layout 

13. MS Word में 'Find and Replace' िी shortcut key क्या ह?ै 
What is the shortcut key for 'Find and Replace' in MS Word? 
 A) Ctrl + H 
 B) Ctrl + F 
 C) Ctrl + G 
 D) Ctrl + S 

14. MS Word में Undo िरने िी shortcut key ह:ै 
What is the shortcut key for Undo in MS Word? 
 A) Ctrl + U 
 B) Ctrl + Z 
 C) Ctrl + Y 
 D) Ctrl + X 
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15. MS Word में Hyperlink Insert िरन ेिी shortcut key ह:ै 
What is the shortcut key to insert Hyperlink in MS Word? 
 A) Ctrl + H 
 B) Ctrl + K 
 C) Ctrl + L 
 D) Ctrl + J 

16. MS Word में Word Count िहााँ से देखते हैं? 
Where can you see Word Count in MS Word? 
 A) Status Bar 
 B) Insert Tab 
 C) Layout Tab 
 D) View Tab 

17. MS Word में Double Spacing िैसे सेट िरते हैं? 
How to set Double Spacing in MS Word? 
 A) Ctrl + 1 
 B) Ctrl + 2 
 C) Ctrl + 5 
 D) Ctrl + D 

18. MS Word में Text Center िरन ेिी shortcut ह:ै 
What is the shortcut to center text in MS Word? 
 A) Ctrl + R 
 B) Ctrl + L 
 C) Ctrl + E 
 D) Ctrl + J 

19. MS Word में Spelling & Grammar check िी shortcut क्या ह?ै 
What is the shortcut for Spelling & Grammar check in MS Word? 
 A) F7 
 B) F5 
 C) F12 
 D) Ctrl + Shift + F 

20. MS Word में नया पेज Insert िरन ेिे लिए shortcut key क्या ह?ै 
What is the shortcut key to insert a new page in MS Word? 
 A) Ctrl + Enter 
 B) Ctrl + Shift + P 
 C) Alt + P 
 D) Ctrl + N 

Answer Sheet (उत्तर तालििा) 
1. B 
2. A 
3. B 
4. B 
5. A 
6. C 
7. B 
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8. A 
9. A 
10. A 
11. C 
12. B 
13. A 
14. B 
15. B 
16. A 
17. B 
18. C 
19. A 
20. A 

MS Word MCQ (21 to 40) Hindi + English 

21. MS Word में Page Break Insert िरन ेिी shortcut key क्या ह?ै 

What is the shortcut key to insert a Page Break in MS Word? 
A) Ctrl + Enter 

B) Ctrl + Shift + Enter 

C) Alt + Enter 

D) Ctrl + B 

✔ Answer: A) Ctrl + Enter 

22. MS Word में Superscript िी shortcut key क्या ह?ै 

What is the shortcut key for Superscript in MS Word? 
A) Ctrl + + 

B) Ctrl + = 

C) Ctrl + Shift + + 

D) Ctrl + Shift + = 

✔ Answer: C) Ctrl + Shift + + 

23. MS Word में Subscript िे लिए shortcut key क्या ह?ै 

What is the shortcut key for Subscript in MS Word? 
A) Ctrl + = 

B) Ctrl + - 

C) Ctrl + Shift + = 

D) Ctrl + Alt + = 

✔ Answer: A) Ctrl + = 

24. MS Word में Text Alignment 'Justify' िे लिए shortcut key क्या ह?ै 

What is the shortcut key for Justify alignment in MS Word? 
A) Ctrl + L 
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B) Ctrl + J 

C) Ctrl + E 

D) Ctrl + R 

✔ Answer: B) Ctrl + J 

25. MS Word में Table Insert िरन ेिे लिए िौन -सा Tab इस्तमेाि िरत ेहैं? 

Which tab is used to insert a Table in MS Word? 
A) Insert 

B) View 

C) Layout 

D) Home 

✔ Answer: A) Insert 

26. MS Word में Line Spacing िहााँ स ेसटे िरत ेहैं? 

Where can you set Line Spacing in MS Word? 
A) Paragraph Group 

B) Font Group 

C) Table Group 

D) Page Setup Group 

✔ Answer: A) Paragraph Group 

27. MS Word में Page Orientation िो िैस ेबदिा जाता ह?ै 

How to change Page Orientation in MS Word? 
A) View Tab 

B) Layout Tab 

C) Insert Tab 

D) Design Tab 

✔ Answer: B) Layout Tab 

28. MS Word में 'Track Changes' किस Tab में लमिता ह?ै 

In which tab is 'Track Changes' found in MS Word? 
A) Insert 

B) Layout 

C) Review 

D) View 

✔ Answer: C) Review 

29. MS Word में Read Mode िो िौन सी Tab स ेactivate िरत ेहैं? 

Which tab activates Read Mode in MS Word? 
A) File 

B) View 



 

SAHARA INSTITUTE OF COMPUTER EDUCATION-ARSIYA BAZAR WORD – 

 

SAHARA INSTITUTE OF COMPUTER EDUCATION-Arsiya Bazar 

C) Home 

D) Insert 

✔ Answer: B) View 

30. MS Word में Mail Merge िी सुलिधा किस Tab में होती ह?ै 

In which tab is Mail Merge available in MS Word? 
A) Mailings 

B) Review 

C) Insert 

D) Home 

✔ Answer: A) Mailings 

31. MS Word में Picture Insert िरन ेिे लिए किस Tab िा उपयोग िरत ेहैं? 

Which tab is used to insert Picture in MS Word? 
A) View 

B) Insert 

C) References 

D) Home 

✔ Answer: B) Insert 

32. MS Word में Column Break Insert िरन ेिे लिए shortcut key क्या ह?ै 

What is the shortcut key for Column Break in MS Word? 
A) Ctrl + Shift + Enter 

B) Ctrl + Enter 

C) Alt + Enter 

D) Shift + Enter 

✔ Answer: A) Ctrl + Shift + Enter 

33. MS Word में Header/Footer हटान ेिे लिए िौन सा तरीिा है? 

How to remove Header/Footer in MS Word? 
A) Insert Tab → Remove Header/Footer 

B) Layout Tab → Header/Footer 

C) Review Tab → Header/Footer 

D) View Tab → Header/Footer 

✔ Answer: A) Insert Tab → Remove Header/Footer 

34. MS Word में Drop Cap िा उपयोग किस Tab में होता ह?ै 

Which tab has Drop Cap feature in MS Word? 
A) Insert 

B) View 

C) Design 
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D) Layout 

✔ Answer: A) Insert 

35. MS Word में Hyperlink हटान ेिे लिए shortcut key क्या ह?ै 

What is the shortcut key to remove Hyperlink in MS Word? 
A) Ctrl + Shift + F9 

B) Ctrl + Shift + K 

C) Ctrl + Shift + L 

D) Ctrl + Alt + F9 

✔ Answer: A) Ctrl + Shift + F9 

36. MS Word में Watermark किस Tab में जोडा जाता ह?ै 

Which tab is used to insert Watermark in MS Word? 
A) Design 

B) Insert 

C) View 

D) Home 

✔ Answer: A) Design 

37. MS Word में Font Dialog Box खोिन ेिे लिए shortcut key क्या ह?ै 

What is the shortcut key to open Font Dialog Box in MS Word? 
A) Ctrl + D 

B) Ctrl + F 

C) Ctrl + P 

D) Ctrl + Shift + P 

✔ Answer: A) Ctrl + D 

38. MS Word में Save िरन ेिे लिए shortcut key क्या ह?ै 

What is the shortcut key to Save in MS Word? 
A) Ctrl + O 

B) Ctrl + P 

C) Ctrl + S 

D) Ctrl + Q 

✔ Answer: C) Ctrl + S 
 

39. MS Word में Zoom In/Out िहााँ स ेिरत ेहैं? 

Where can you Zoom In/Out in MS Word? 
A) Status Bar 

B) Insert Tab 

C) Design Tab 
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D) Review Tab 

✔ Answer: A) Status Bar 

40. MS Word में Indent बढान ेिी shortcut key क्या ह?ै 

What is the shortcut key to increase Indent in MS Word? 
A) Ctrl + M 

B) Ctrl + Q 

C) Ctrl + K 

D) Ctrl + T 

✔ Answer: A) Ctrl + M 

41. MS Word में Document िो Open िरन ेिी shortcut key क्या ह?ै 

What is the shortcut key to open a document in MS Word? 
A) Ctrl + N 

B) Ctrl + O 

C) Ctrl + S 

D) Ctrl + P 

✔ Answer: B) Ctrl + O 

42. MS Word में Print Dialog Box खोिन ेिी shortcut key क्या ह?ै 

What is the shortcut key to open Print Dialog Box in MS Word? 
A) Ctrl + P 

B) Ctrl + D 

C) Ctrl + E 

D) Ctrl + F 

✔ Answer: A) Ctrl + P 

43. MS Word में Clipboard किस Tab में होता ह?ै 

In which tab is Clipboard found in MS Word? 
A) Insert 

B) Home 

C) View 

D) Design 

✔ Answer: B) Home 

44. MS Word में Text िो Italic िरन ेिी shortcut key क्या ह?ै 

What is the shortcut key to Italicize text in MS Word? 
A) Ctrl + I 

B) Ctrl + B 

C) Ctrl + U 
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D) Ctrl + E 

✔ Answer: A) Ctrl + I 

45. MS Word में SmartArt िहााँ स ेInsert किया जाता ह?ै 

Where is SmartArt inserted in MS Word? 
A) View Tab 

B) Design Tab 

C) Insert Tab 

D) Home Tab 

✔ Answer: C) Insert Tab 

46. MS Word में Document िो PDF में Save िरन ेिे लिए िौन सा Option ह?ै 

Which option is used to Save document as PDF in MS Word? 
A) Export → Create PDF/XPS 

B) Insert → PDF 

C) View → PDF 

D) Home → PDF 

✔ Answer: A) Export → Create PDF/XPS 

47. MS Word में Spell Check और Grammar Check किस function key स ेहोता ह?ै 

Which function key is used for Spell Check and Grammar in MS Word? 
A) F1 

B) F7 

C) F5 

D) F9 

✔ Answer: B) F7 

48. MS Word में Header और Footer िा उपयोग किस Tab में होता ह?ै 

In which tab is Header & Footer used in MS Word? 
A) View 

B) Insert 

C) Design 

D) Review 

✔ Answer: B) Insert 

 

49. MS Word में Table of Contents िहााँ स ेInsert िरत ेहैं? 

Where to insert Table of Contents in MS Word? 
A) References Tab 

B) Insert Tab 

C) Layout Tab 
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D) View Tab 

✔ Answer: A) References Tab 

 

50. MS Word में Macro Record िरन ेिा लििल्प किस Tab में होता ह?ै 

In which tab can you record Macro in MS Word? 
A) View 

B) Insert 

C) Layout 

D) Home 

✔ Answer: A) View 

 

✅ Answer Sheet (उत्तर तालििा )41-50 

41. B 

42. A 

43. B 

44. A 

45. C 

46. A 

47. B 

48. B 

49. A 

50. A 
 


