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INTRODUCTION TO MS WORD 2010  Chapter4

A. Tick (v) the correct option.

1. shows the name of the program and the document name.
a. Ribbon b Ruler | c Titlebar ()
2. Tostartanewdocument,select..................... option from the File tab.

a. New D b. Open O c. Save D

3. Which of these is the Word processing software?

a. Calculator D b. MS Paint D c. MSWord D

B. Write ‘T’ for true and ‘F’ for false.

1. Theshortcut key to printa documentis Ctrl+P. L

2. Ribbonis made up of wordsandtext. ...

3.  MSWord is a word processing software. .

C. Fillin the blanks using the correct word.

1. Click on the Print button on Quick AccessToolbarto ..................... (print/save)
the document.

2. Microsoftwordisa/an ..................... (system/application) software.
3. The. ... (horizontal/vertical) ruler appears on the left of the document.
4, RibbonismadeupofTabsand ..................... (Groups/Tools) in MS Word.
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