Microsoft ) -
letters not\glord IS @ word-processing software that can be used to type
G el ' S) Poems, stories and many other documents.
can edij

B and move tlt a document to add new text, delete unwanted text, or copy
& You can format text b Xt from one location to another in a document.
A Y changing i . : ‘ ;

~ effects. NEing its font, style, size, alignment, colour and by applying text

i - , Various options for formatti
: the Home tab, atting text are available in the Font and Paragraph groups under

A\

fLWor_d_s__t_o_ Know
b l;diting: Making changes to the alrea(;)-/-t;/;o-e;c-i-t_e;t—, _____________________________________
« Formatting: Changing the appearance and arrangement of text.
« Font: Refers to shape and appearance of character.

« Alignment: Placement of text with respect to the left and right margins.
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A. Choose the correct answer. }
1. Which of the following options cannot be termed as formatting text?

a) Changing font colour b) Changing font size

¢) Changing font style &Adding new text
2. Which of the following alignment options places the text evenly between both the margins

ne of the edges of the text appéar ragged?

so that no
\i}Justify b) Align Text Left
0 ) Center ~ d) Align Text Right
to change the case of selected textis

3. The option to be USed‘
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B. Tick () the correct statement and cross (x) out the wrong one.

1. You can change the case of the text without retyping it.

2. You can select 3 line using the Shift+A key combination. ;X
) ins. ' ,
3. The centre alignment distributes the text evenly between left and right marel t)} |
4. You cannot make the text appear bold and italic at the same time. [f
5. Only the Delete key can be used to remove unwanted text. @ ;
C. Fillin the blanks using the words given below.
Align Right Font Ctrl+Y Size Ctrl+A Forngatting |
3 L 5 I ¢- ]
A®| option is used to change text 3
2. The Bold, Italic and Underline options are present in the
group under the Home tab.
3. places the text towards the right margin, leaving a ragged left .
edge. ]
4. To select the entire document text, you can use the key
combination.
5. To redo the last undone action, you can press the key
combination.

6. The process of changing the appearance and arrangement of text is known as

D. Answer the following questions.
1. What is the difference between copying text and moving text?
2. List the different Change Case options.
3. What is the difference between editing and formatting text?
4. Whatis alignment? List the different types of alignment.

E. Give the use of the following options of the Font group.
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