Choose the correct option for each of the following:

1.  Which of the following helps you arrange and display data systematically?

2. The Split Cell option is a part of:

D Design tab C] Insert tab

B Layout tab [:] View tab

3. Information about recipients is stored in the

B” Data S(-)urce D Merged Document
D Main Document D Labels
4. Which tab is used to merge table cells?
D Design tab @’ Layout tab
D Insert tab E:] Help tab

% button is used to add a merge field to the main document.
D Rename Merge Field B Add Merge Field
L) Insert Merge Field (] Merge Field
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B. Fillin the blanks with the correct answer.

Formatting Data Source Layout Merging Row

The data arranged horizontal in a table is called a _{0 (1)

Dolo Sonyce s the file where the name, address, and specific informa,
of all the recipients are stored.

} (Lg Ol it tab is used to delete rows or columns in a table.

Fox mf{U'Lrﬁ makes a table more meaningful.

The process of making a single cell from multiple cells in a row or column s
called_MNP¥QiNQ
o o

C. Read the following statements and write ‘T” for True and ‘F’ for False.
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Current document cannot be used as the Main Document.

Main Document is the document that contains the body of the Letter to
be merged.

Multiple copies of the document cannot be printed.

Splitting a cell provides a way to consolidate data in one cell,
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You can perform calculations on the numeric data entered in a table.



