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. Bulleted .Ilst_: A list having a sma|| symbol such as a square of a dot placed in front
of each list item.

» Numbered list: A list having numbers or alphabets in front of each item.

. Thesaflrus: An in-built dictionary in Word where you can look for meanings (synonyms) and
opposites (antonyms) for a particular word.
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A. Circle the correct answer.

1. Which of the following option(s) can be used for basic language corrections?

a) Spelling & Grammar b) Thesaurus
¢) Bullets and Numbering d) Both (a) and (b)
\ '

2. Abulleted list is
a) numbered list of items.
b) used when the order of items is not important.
c¢) used when the order of items is important.

d) used for applying page numbers.

3. The Spelling & Grammar option is present in the group under the
Review tab.
a) Clipboard b) Font
¢) Paragraph d) Proofing
v~

B. Tick (v) the correct statement and cross (¥) out the wrong one.

1. Word indicates spelling mistakes with green wavy line and grammatical
mistakes with red wavy lines.

2. You can apply borders only around a page and not to a paragraph.
3. Using Thesaurus, you can look for synonyms and antonyms of the word.

4. You can add a new word into the Word dictionary.

nnnnnnnnnnnnnnnnnnnnn



C. Fillin the blanks using the words given below.

: F7
Thesaurus Bulleted Review 3
= - ’ e the |
1. To activate the Spelling & Grammar dialog box, you can us —
key.
The [=]] option is used for creating a list.
The ' lets you look for synonyms and antonyms of a word.
The Spelling & Grammar option is available under the tab.

D. Answer the following questions.
1. When should you use a numbered list?
What is the use of the Thesaurus?

2

3. List down the various ways to activate the Spelling & Grammar feature.
4. List down the steps to add borders around a page.
5

Give an example where the bulleted and numbered list is used.
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Aryan is typing a paragraph in Word to describe his experience on visiting the Taj Mahal. However,
red lines are appearing under words like ‘Taj Mahal’, ‘Mumtaz Mahal’ inspite of no spelling

mistakes. Suggest a suitable option to Aryan to avoid having red lines under these words.
WE S O:

Document3 - Microsoft Word

T B - 0 X
"HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW s;grmH
% Calibri Body) ~{24 | A A iAa- Ko 2 iTe R EE 8T | aasbeen| AsBbecoe AaBbce Assbcer AQB| M Find
Pmmcnw B I o *A-¥-A- =S=E=E = -0 1 Nos v| 33 Replace
- < Format Painter U ~ax, x s=E=glé N rmal { TNoSpac.. Headingl Heading2  Tile |3 R Select
_Cipboaa m . _fod L Poegloph ol _ Styles & Editing A
T | BN Bt :.g- ' 1. ' 2. ‘ 3 R | = - . ]

= h $ & 5y T )

| had gone to visit Taj Mahal with my family in
the month of March. Taj Mahal is a beautifyl
monument in Agra. Mughal Emperor Shah Jahan

got this monument constructed in the memory
. | of his beloved wife Mumtaz Mahal.

Scanne d with CamScanner
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3. switch on +Hhe CPU
4. Switch on +the

mon’ foy.
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