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A.	 Tick ( ) the correct option.

	 1.	 ........................ button is used to align the text at the left as well as at the right 
margin.

	 a.	 Left	 b.	 Center	 c.	 Justify

	 2.	 The Font Size box is available on the .................. tab.

	 a.	 Insert	 b.	 Font	 c.	 Home

	 3.	 The alignment options are found in the ................... group.

	 a.	 Paragraph	 b.	 Clipboard	 c.	 Font

B.	 Match the following:

Column A Column B

1. Sentence case a. microsoft word

2. Uppercase b. Microsoft Word

3. Lowercase c. mICROSOFT wORD

4. Toggle case d. MICROSOFT WORD

C.	 Name the following commands in MS WORD:

1. ...................................... 2. ......................................

3. ...................................... 4. ......................................
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