
60 Microso� Word Interview Questions to Hire Top
Candidates

Questions

�. Can you explain the difference between 'Save' and 'Save As' in Microso� Word?

�. How would you create a table of contents for a long document?

�. What is the purpose of the 'Track Changes' feature, and how would you use it?

�. How do you set up and use mail merge in Word?

�. Can you describe how to create and apply styles in a Word document?

�. What's the quickest way to insert a page break in a document?

�. How would you add headers and footers that differ for odd and even pages?

�. Can you explain how to create and use macros in Word?

�. What's the purpose of the 'Format Painter' tool, and how do you use it?

��. How would you protect a Word document from unauthorized editing?

��. How would you quickly format a large document with consistent headings and
subheadings?

��. Explain how you would collaborate on a document with multiple team members
simultaneously.

��. How would you create a fillable form in Microso� Word?

��. How would you ensure that sensitive information in a Word document is not
accidentally shared?

��. How would you create a multi-level list for an outline or legal document?

��. How would you quickly find and replace all instances of a specific formatting style in a
document?

��. How would you create a custom dictionary for industry-specific terminology in Word?

��. How would you create and apply a watermark to all pages in a document?

��. How do you set up and use section breaks within a document, and what are their
advantages?

��. Can you explain the process of creating and managing templates in Word?

��. How would you organize and manage a document with extensive footnotes or
endnotes?

��. What steps would you take to create a table that automatically updates with content?

��. How do you insert and format text boxes and shapes within a Word document?

��. Can you demonstrate how to use the 'Find' and 'Replace' feature for specific formatting
changes?

��. What is the process for creating a citation or bibliography in Word?

��. How would you customize the Quick Access Toolbar to enhance your workflow?

��. Can you explain how to create and modify charts or graphs in Word documents?

��. How do you utilize styles and themes to create a cohesive look for a document?

��. What are the steps to enable and manage multiple language dictionaries in Word?

��. Can you describe how to use the Read Aloud feature and its benefits?

��. How would you convert a Word document to a PDF while preserving formatting?

��. What techniques would you use to insert hyperlinks and bookmarks for easy
navigation?

��. Can you explain the process of adding comments and replies in a document?

��. How would you create and format footnotes in a Word document?

��. Can you explain how to use and modify styles for advanced formatting?

��. How do you set up and use section breaks in a document?

��. What techniques would you use to ensure consistent formatting across a large
document?

��. How would you manage and format a document with multiple columns?

��. Can you describe how to use and format text boxes in a document?

��. How do you create and format a table in Word?

��. How do you insert a page number in a header or footer, and what options do you have
for formatting it?

��. Can you explain how to create hyperlinks within a Word document and the types of
links you can add?

��. What steps would you take to create a table that adjusts automatically with content
changes?

��. How would you incorporate images into a Word document, and what formatting options
do you have for those images?

��. Can you describe how to set up and use a numbered list effectively in a document?

��. What are the steps to create a citation using Word's built-in citation tool?

��. How would you handle document versions when collaborating with others in Word?

��. Can you explain how to use the ruler and gridlines to align text and objects in your
document?

��. What techniques would you use to format a document for printing, including margins
and page orientation?

��. How would you create and manage sections within a document for different formatting
needs?

��. How would you handle a situation where a document you were working on suddenly
crashes, and you haven't saved your recent changes?

��. Describe a time when you had to create a document under a tight deadline. What
strategies did you use to ensure its quality and timely completion?

��. If you received feedback that a document was not formatted correctly, how would you
approach revising it?

��. How would you manage a situation where a colleague disagreed with your formatting
choices in a shared document?

��. Can you provide an example of how you've used advanced features in Word to improve
a document's presentation for a specific audience?

��. What steps would you take if you needed to present a long document and ensure it is
easy for the audience to navigate?

��. How would you deal with a scenario where multiple people are editing the same
document and conflicts arise?

��. Can you explain how you would use Word's features to create a visually appealing
report for a stakeholder?


