
microsoft word 2016 test questions and answers

Microsoft Word 2016 test questions and answers are essential for individuals looking to validate their
skills in one of the most widely used word processing applications. Whether you are preparing for a job
interview, a certification exam, or simply want to enhance your proficiency, understanding the types of
questions that may arise can greatly benefit your learning process. In this article, we will delve into various
categories of test questions, provide answers, and offer tips for mastering Microsoft Word 2016.

Understanding Microsoft Word 2016

Microsoft Word 2016 is part of the Microsoft Office suite and offers a range of features designed to
facilitate document creation, formatting, and collaboration. Knowing the key functionalities of Word 2016 is
crucial for anyone looking to succeed in assessments related to the software.

Key Features of Microsoft Word 2016

Before diving into test questions, it’s helpful to know the major features of Microsoft Word 2016:

Improved Collaboration Tools: Share documents easily and track changes made by different users.

Smart Lookup: Provides definitions, Wikipedia entries, and top related searches from the web.

Enhanced Accessibility: Features like the Read Aloud function help users with different needs.

New Templates: Offers a variety of templates for resumes, reports, and letters.

Ink Tools: Allows users to write directly on documents using a stylus or finger.

Common Microsoft Word 2016 Test Questions

When preparing for a Microsoft Word 2016 test, you might encounter various types of questions. Let’s break
them down into categories:

1. Basic Functionality Questions

These questions often cover fundamental tasks and tools within Microsoft Word.

Sample Questions:
1. What is the default file format for a document created in Word 2016?
2. How do you change the font size of the text?
3. What shortcut is used to copy selected text?

Answers:
1. The default file format is .docx.
2. You can change the font size by selecting the text and then choosing the desired size from the Font Size
dropdown in the Home tab.



3. The shortcut for copying selected text is Ctrl + C.

2. Formatting Questions

Formatting questions assess your ability to modify the appearance of text and paragraphs.

Sample Questions:
1. How can you apply bold formatting to a selected text?
2. What are styles in Microsoft Word, and how can they be applied?
3. How can you create a bulleted list?

Answers:
1. You can apply bold formatting by selecting the text and clicking the Bold button on the Home tab or using
the shortcut Ctrl + B.
2. Styles are predefined formatting options that can be applied to text. To apply a style, select the text and
choose a style from the Styles group on the Home tab.
3. To create a bulleted list, select the text you want to list, and then click the Bullets button in the
Paragraph group on the Home tab.

3. Advanced Features Questions

Advanced features questions might focus on more sophisticated tools, such as mail merge, macros, or
advanced formatting.

Sample Questions:
1. What is Mail Merge, and how is it used in Word?
2. Describe how to insert a table in a Word document.
3. What are macros, and when would you use them?

Answers:
1. Mail Merge is a feature that allows you to create personalized letters, labels, and envelopes by combining a
Word document with a data source (like an Excel spreadsheet). You can access it through the Mailings tab.
2. To insert a table, go to the Insert tab, click on Table, and select the number of rows and columns you need.
3. Macros are sequences of instructions that automate repetitive tasks in Word. You would use them when
you have a task that requires the same series of actions each time.

4. Collaboration and Sharing Questions

With teamwork becoming increasingly important, questions about collaboration tools are common.

Sample Questions:
1. How can you share a document with others in Word 2016?
2. What is the Track Changes feature?
3. How do you add comments to a document?

Answers:
1. You can share a document by clicking on the Share button in the upper right corner and entering the email
addresses of the people you want to share with.
2. The Track Changes feature allows you to see edits made to a document, making it easier to review changes.
It can be activated from the Review tab.
3. To add comments, select the text you want to comment on, go to the Review tab, and click on New Comment.



Tips for Preparing for Microsoft Word 2016 Tests

To excel in Microsoft Word 2016 test questions, here are some effective strategies:

1. Familiarize Yourself with the Interface

Spend time exploring the Ribbon, Quick Access Toolbar, and various tabs. Understanding where tools are
located can save you time during a test.

2. Practice Common Tasks

Regularly practice tasks like formatting text, creating tables, and using styles. The more you practice, the
more intuitive these tasks will become.

3. Utilize Online Resources

There are many online resources, including video tutorials, forums, and practice tests, that can help reinforce
your knowledge. Websites like Microsoft’s official support page and LinkedIn Learning offer valuable
information.

4. Take Practice Tests

Find sample test questions and take practice exams to familiarize yourself with the format and types of
questions you might encounter. This will also help you identify areas where you need further study.

5. Stay Updated

Since software applications frequently update, it’s crucial to keep abreast of any new features or changes in
Microsoft Word.

Conclusion

In conclusion, mastering Microsoft Word 2016 test questions and answers is not only beneficial for passing
exams but also essential for improving your overall productivity in document creation and management. By
understanding the key features, practicing regularly, and utilizing available resources, you can enhance your
skills and confidently tackle any assessment related to Microsoft Word 2016. Whether you are a student, a
professional, or someone looking to expand your knowledge, being proficient in Word 2016 will serve you well
in various environments.

Frequently Asked Questions



What is the shortcut key to save a document in Microsoft Word 2016?

The shortcut key to save a document is Ctrl + S.

How can you insert a page break in a Word 2016 document?

You can insert a page break by pressing Ctrl + Enter.

What feature in Word 2016 allows you to check for spelling and grammar
errors?

The 'Spelling & Grammar' tool in the Review tab allows you to check for spelling and grammar errors.

How can you create a bulleted list in Microsoft Word 2016?

You can create a bulleted list by selecting the text and clicking on the 'Bullets' button in the Home tab.

What is the maximum number of columns you can create in a Word 2016
document?

You can create up to 13 columns in a Word 2016 document.

How do you insert a table in Word 2016?

You can insert a table by going to the Insert tab and clicking on 'Table', then selecting the desired number of
rows and columns.

What is the function of the 'Format Painter' in Word 2016?

The 'Format Painter' allows you to copy formatting from one part of the document to another.

How do you access the 'Find' feature in Word 2016?

You can access the 'Find' feature by pressing Ctrl + F.

What is the purpose of the 'Track Changes' feature in Word 2016?

The 'Track Changes' feature allows you to make edits and suggestions in a document while keeping a record of
all changes made.

How can you change the orientation of a page in Word 2016?

You can change the page orientation by going to the Layout tab and selecting 'Orientation', then choosing
either 'Portrait' or 'Landscape'.
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