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ADVANCED FEATURES OF WORD PROCESSOR © Uni1 Chapter-1

1. Tick (v) the correct option.

(@) Which of the following align feature is used to shift the image to the right of the page?

(i) Align Left ) (i) Align Bottom O)
(iii) Align Right ) (iv) AlignTop O)
(b) Which of the following is the option to add image in a document?
(i) From File @\ (i) Scan ‘: : ]
(iii) Both (i) and (ii O) (iv) None of these )
(c) Which of the following is used to trir; or scale the selected portion of an image? N
(i) Wrap @\ (i) Crop ‘@
(ii)) Macro O (iv) Picture O

(d) Which of the following are used to rotate an image in a word processor document?
() Rotate @ (i) Crop \[:I
(iii) Delete @\ (iv) Resize \@

(e) Which of the following files contains the name and address of recipients while performing mail
merge?

(i) Main Document (ii) Data Source \@

(iv) Frames \@

O
(iii) Merged Document O

2. Fillin the blanks.

(@ The ........................ option in the references tab is used to create table of contents in a
document.

(b) The ........................ option in the File tab is used to save a template.

(€ The ....................... option places the image on top of any other graphics or text.

d) Ao isa document that contains pre-defined formatting styles, graphics, tables,

objects, and other information that are commonly used in a particular pattern.

(€ numbering defines the hierarchy of headings in a document.
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