1. Word processing is the process of creating documents using word processing software. 29>
8O 6y DO B® ®ace® WIDDHERS ECEAD HU®rens BEe® BwrdBEwE.

2. Word processing software can be used to create: 992 31263® ®ag00® IDDHOBS3 BB C7
Hb@renc e HUSe:

o Letters /B8

e Newspapers | g3®udesrss

e Magazines / e®do

e Invitations / gicoxy e

e Greeting cards / &2 ©® o

e Question papers /| &> @y

e Application forms |/ ece®esss

¢ Other documents /| @d®5 eEA™

3. The New command is used to create or open a new document./ 98 eCEIm@ SL®renc [SE@O
e®d DD BERO O Bme 1850 IE.

4. Answer:

e Save - Used to save a document./ gdS® - eGames ¢gdBO0 08m0 3.

e Save As - Used to save a document with a different name or in a different location./ @®x=3
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5. Print Preview is used to view a document before printing./ ¢enss B8O end eGames (E®
e3¢0 Goen ©B0eLys 9D IE.
6. Answer:

e Undo - Cancels the last action./ @e®»itd S8@ - ade oD adEQ DIE.

e Redo - Repeats a cancelled action./ 0 &8¢ B8® - @dE.Q B §wds 53O» ¢ 3.

e Cut- Removes selected text or objects./ 1 903 8B8® - emiches’ esg ewi Dedns Qo=
»O&.

e Copy - Copies selected text or objects./ 803 BE® - emcos esg e®l Dedns’ 8oss .

e Paste - Inserts copied or cut text or objects./ epes SE®/ecd® - 8o we 0wl e O
DE g ol Dedns’ ames »I8.

7. Spell Check is used to check spelling and grammar errors in a word or sentence./ 9wz @®3
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8. Five text formatting tools are: esg HDOTe® @®IE® ©Hz H®:

e Bold/m¢ g0t

o ltalic / e amot

e Underline / u3z3 98 a@®

e Fontsize / 01 g®rencs

e Font color /| a@=md; OBencs
Other formatting tools include Highlight, Superscript, and Subscript./] @@ ©Q®1=38e®
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9. The main text alignment options are: I evg esgnEde® SwEns »H®:

e Align Left - Aligns text to the left.] 200 eugwEd® - evg D® ©ed eugnesda.

e Center - Aligns text to the middle./ ®¢0 esgnEd® - eug OO evgHdDa.

e Align Right - Aligns text to the right./ ¢2e50 engred® - eng (¢Rey ©8ed engresdi.

o Justify - Aligns text along both the left and right sides./ e@¢ese0® engnedd® - eug DO
e B3 ©¢se0® ©w®sm O B88 engwreidi.

10. Objects that can be inserted include: ees D¢ 1B De5ns’ @O0 “oB ¢ FES ©O:

e Pictures /| 85350

o Clip Art
e Shapes / wmc
o WordArt

o Textboxes |/ esg @m0y

e Tables/®g
These objects help make documents more attractive and informative./ e®® dens’ @85 eCa®
DS eobedhs oy em0no| 688 JO1 @00 ol B8O el .
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