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EDITING IN MS WORD 2010  Chapter5

A. Number the steps to Cut / Copy the text from one place to another in MS Word.
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India is the country with second largest population and 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 ‘
why India is famous for common saying of “Unity in Diversity”.|

B. Fillin the blanks using the hints given below:

Hints: delete, Word processing, editing, redo

1.MSWordisa...............u.... software used to type text.

2. Making changes in the existing textis called .................... .
U is used to reverse the action of Undo command.

4.You can remove text using .................... key combination.

C. Write T’ for true and ‘F’ for false.
1.Redo is used to cancela command. ...
2.Word allows to insert text within typedtext.
3. Spelling and Grammar button is situated under the Review tab. ~ .............

4. MSWord is a drawing program. .

Grade: ik i\( i\( i\( i\(

Teacher’s Signature: ...,



