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INTRODUCTION' TO MS WORD 2010 Chapter-4

A. Write the shortcut command for each of the following:

1. Tosaveadocument ...
2. Toopenasaveddocument ...
3. Toprintadocument ..
4. Toclose MSWord

5. Tocreateanewfile .

B. Fillin the blanks using the hints given below.
Hints: file, toolbar, vertical, document 1

1. Quickaccess ..................... is present on the left side of the title bar.
2. The..................... Scroll Bar is used to move up and down in a document.

3. The options such as New, Open and save are present under the
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C. Write ‘T for true and ‘F’ for false.

1. Horizontal ruler appears at the top of the documentarea. ... ...
2. Thesaurus is used to find a synonym for a word in your document.  .............
3. Status baris located at the bottom of MS Word window. ... ..

4.  We can save a file by clicking on the Save button from the
Quick Access Toolbar. L
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