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WORD 2021 - AN INTRODUCTION  Chapter3

A. Tick (v) the correct option.

1. Which area is used for typing the text?

a. Working D b. Desktop D c. Document D

2. Which of these is used to create a new blank document?

a. Save D b. New D c. Close D

3. Which of these displays the name of the program and the document name?

a. Ribbon D b. Ruler D c. Title bar D

B. Fill in the blanks using the hints given below:

Hints: text area, word processing, status bar, Enter

1. MicrosoftWordisa ..................... software.
2 shows the information of the document.
3. Wecanpress .........ccoooenn.. key to start a new line.

4. We can type text or contentinthe ..................... .

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

1. Tosave adocument

2. Toopenasaved document ...

w

. Toprintadocument

4, Toclose MSWord

(92}

. Tocreateanew file s
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