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State whether these statements are true or false.
1. Word is an app to draw pictures. Fﬂﬁd&

:_ﬁ 2. Press the Backspace key to remove the text from the left of
the cursor.

3. To open the saved file, select Save option from the File tab. F
4. To exit Word, select Close option from the File tab.
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» Word 2016 is a word processor software that allows you to write text on a com
and make changes to it.

* The various components of the Word 2016 window are: Quick Access Toolbar,
Bar, Tabs, Ribbon, Rulers, Scroll bars, Text/Document Area, Cursor, Status
Window Control Buttons, and Zoom Slider.

* To create a new file, select the New option from the File tab.

* To save a document, select the Save or Save As option from the File tab.
» To open the saved file, select the Open option from the File tab.

* To print g file, select the Print option from the File tab.

* To exit Word, select the Close option from the File tab.
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A. Tick (v) the correct option.
1. Which of the following is a word processing software?

) i

(i) Calculator ! (i) Paint
(iii) Word v’ (iv) Al of these
2. Which bar shows the name of the program and the document name?
(i) Ribbon : : (ii) Status bar
(iii) Title bar L-/ (iv) None of these
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3. Which option has to be selected from the File tab to create a document?

(i) New rE/j (i) Open [

(iii) Save (iv) Close (]

4: Which option has to be selected from the File tab to open a saved file? T
(i) Exit E} (i) Close [

{_._" ._..J

(iii) Open % (iv) New _

g. Fill in the blanks using the words given below.

5
% Zoom slider * Window tgontml buttons * Stnétis bar * FiI.‘:':;l tab * Eﬁer

1. Press the :&ﬂilﬁL" key to start a new line in Word document.
2. Print option is present under the :tm‘gﬂz s
3. The ﬁmm shows the detailed information of the document.

4. bjm%ﬂ g&%’ minimise, maximise or restore down and close the window.
5. Miﬁ used to enlarge and reduce the size of the window quickly.

C. State whether these statements are true or false.

1. Word 2016 window looks like the Paint window. jﬂﬁa_—__‘

2. Word gives Document1 as a permanent file name. ;

3. The Ribbon contains multiple tabs. Jﬁl& T
4. The ruler is located at the bottom of the Word window. _f‘aﬁa,g, p——
5. In word we can make changes in the document. I 577 ¥ —

D. Answer the following questions:

1. Write any one use of Word.
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3. Name any three components of the Word window.

&

.
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4. Write one difference hetween the

uses of Backspace and Delete key.
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A. Write the shortcut command for each.

1. To save a document : :ﬁfﬁ&ﬁt

2. To open a saved document : o/

3. To print a document

4. To close Word

5 To create a new document : ﬁﬁ;&ff’:

B. Name the following Word components:
1. It is used to move the document up and down.
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2. It is located below the Quick Access Toolbar and is made up of tab and groups.

—Ribbom *

3. It contains commonly used buttons like save, undo, redo, etc.

4. It shows the detailed information of the document.

—SEatus —bas-
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BYTE TASKES

. A. Do the following on your computer:
e Open Word 2016.
‘o Make the notes of various components of Word 2016.
B. Type a letter to your father telling him about your Annual Day.
¢ Save the letter
s Exit Word
C. Type a few sentences on 'Largest film c:ty of India’ nnd save it as ‘Ramoji Film City’.

-

Flamnji Film City, whlch was founded h-f the Ramnp
Group in 1996 and spans 2000 acres.

There's something unique for you here, as the
world's largest integrated film city and India's first
thematic holiday destination with cinematic charm.

i

Ramoji Film City is the world's largest film studio
complex, according to Guinness World Records, and
attracts millions of people each year from all across
India.
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