
1. Word processing is the process of creating documents using word processing software.  jpk 

ieliSu hkq jpk ieliqï uDÿldx. Ndú;fhka f,aLk ks¾udKh lsÍfï l%shdj,shhs' 
2.  Word processing software can be used to create:  jpk ieliqï uDÿldx. Ndú;fhka my; oE 

ks¾udKh l< yelsh( 
• Letters  /,sms 

• Newspapers  / mqj;am;a 

• Magazines  / iÕrd 

• Invitations  / wdrdOkd m;a 

• Greeting cards  / iqn me;=ï m;a 

• Question papers  / m%Yak m;% 

• Application forms  / whÿïm;a 

• Other documents  / fjk;a f,aLk 

3.  The New command is used to create or open a new document. / kj f,aLkhla ks¾udKh lsÍug 

fyda újD; lsÍug kj úOdkh Ndú;d lrhs' 
4.  Answer:  

• Save – Used to save a document. / iq/lSu - f,aLkhla iq/lSug Ndú;d lrhs' 

• Save As – Used to save a document with a different name or in a different location. / fjk;a 

kulska$;ekl iq/lSu - fjk;a kulska fyda fjk;a ia:dkhl f,aLkhla iq/lSug Ndú;d 
lrhs' 

5.  Print Preview is used to view a document before printing. / uqøKh lsÍug fmr f,aLkhla ne,Su 

i|yd uqøK fmroiqk Ndú;d lrhs' 
6.  Answer:  

• Undo – Cancels the last action. / wfydais lsÍu - wjidk l%shdj wj,x.= lrhs' 

• Redo – Repeats a cancelled action. / kej; isÿ lsÍu - wj,x.= l< l%shdjla kej; isÿ lrhs' 

• Cut – Removes selected text or objects. / lmd bj;a lsÍu - f;dard.;a fm< fyda jia;+ka bj;a 

lrhs' 
• Copy – Copies selected text or objects. / msgm;a lsÍu - f;dard.;a fm< fyda jia;+ka msgm;a lrhs' 

• Paste – Inserts copied or cut text or objects. / we;=<;a lsÍu$w,eùu - msgm;a l< fyda lmd bj;a 

l< fm< fyda jia;+ka we;=<;a lrhs' 
7. Spell Check is used to check spelling and grammar errors in a word or sentence. / jpkhl fyda 

jdlHhl wlaIr úkHdih iy jHdlrK fodaI mÍlaId lsÍug wlaIr úkHdi mÍlaIdj Ndú;d 
lrhs' 

8.  Five text formatting tools are:  fm< yev.ekaùfï fuj,ï myla kï( 

• Bold  / ;o wl=re 

• Italic  / we, wl=re 

• Underline  / háka bß we£u 

• Font size  / wl=re m%udKh 

• Font color  / wl=re j¾Kh 

Other formatting tools include Highlight, Superscript, and Subscript. / fjk;a yev.ekaùfï 

fuj,ï w;rg biau;= lsÍu" by< wl=re$wxl iy my< wl=re$wxl we;=<;a fõ' 
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9.  The main text alignment options are:  m%Odk fm< fm<.eiaùfï úl,am kï( 

• Align Left – Aligns text to the left. / jug fm<.eiaùu - fm< jï mig fm<.iajhs' 

• Center – Aligns text to the middle. / ueog fm<.eiaùu - fm< ueog fm<.iajhs' 

• Align Right – Aligns text to the right. / ol=Kg fm<.eiaùu - fm< ol=Kq mig fm<.iajhs' 

• Justify – Aligns text along both the left and right sides. / fomigu fm<.eiaùu - fm< jï iy 

ol=Kq hk fomigu iumd; jk mßÈ fm<.iajhs' 
10. Objects that can be inserted include:  we;=<;a l< yels jia;+ka w;rg my; oE we;=<;a fõ( 

• Pictures  / mska;+r 

• Clip Art   

• Shapes  / yev;, 

• WordArt   

• Text boxes  / fm< fldgq 

• Tables  / j.= 

These objects help make documents more attractive and informative. / fuu jia;+ka u.ska f,aLk 

jvd;a wdl¾IŒh iy f;dr;=re imsß tajd njg m;a lsÍug WmldÍ fõ' 
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