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EDITING IN MS WORD 2010 Chapter-4

A. Number the steps to cut or copy the text from one place to another in MS Word.

MY INDIA < D
J India is the country with second largest populationand seventh largest land —
area in the world. It is also known by names such as Bharat, Hindustan and —
Hind. In India, people belonging to various cast and creed live together. That's D

why India is famous for common saying of “Unity in Diversity".|<'—’_J

B. Match the following:

1.  Home tab a. Moving Text
2. Review tab b.  Editing Text
3.  Cut/Paste c.  Selecting a paragraph
4. Triple click d. Spellingand Grammar

C. Answer the following questions:

Touchpad PLUS (Version 1.0)-1V

1. What do the red and green wavy lines under the text indicate?

2. How will you select a single word and a sentence using the mouse click?

3.  What are Undo and Redo?
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