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Q1) Fill in the Blanks. | \»\x\\\\\ ,
1. Microsoft Word is a widely uscd Lo OJ_ Procesging o |
i t o tarepet o5 & applicat
2. A table is a combination of intersecting “{Q \,QH:) md o ion,
A ( IV e

3 Thi W)CH\ m @(%ﬁ‘ tool enables scndmgD clocumcnls to mul;

4. In Word, tables arc created using the ML 5,

5. Data in atableis storedin _ Ce\\ S

6. To move to the next cell, you can press the-_'jﬂLkey

7. A grid of cells appears when using the is) .
pp g % Tl c§ __ method;

ple reCipients.

8. You can shift the cursor up and down using the Al o¢ D' |

keys.

9. The ‘\\ NSeYt  Table dialog box helps spemfy number of rows and columns.

10. The smallest column width in a Word table is .O AB Y inches.

Q2) True or False. »

1. Tables can only be used to store text. : ‘ ‘ — False
2. The Insert tab contains options for creating tables. ‘ ; ' ~ True
3. You can use the moqse to select an entire row. i TLEug
4. Triple clicking inside a ce]] selects the entire column. | FEak
5. Tables help organize data Systematically. : , sliv
6. You cannot modify a table once jy's created, oo
7. The Mail Merge feature is used to format tables. ‘ 5 . ~ False
8. The Table Grid method allows quick table creation. e
9. You can press Shift + Tab 1o move to the previous Ceil- o e
10. Data in a table is stored in paragraphs, ' ~ False
Q3) One Word Answer. S

1. Which tab is used to insert a table? . e g | »
2 Whaf stores dataina table" ' : ! ~ —Cell

y e_'~»~—ko nex i~ cel)




1. Tool for sending documents to multiple recipients
5. Key combination to move to the previous cell
6. Which key moves the cursor upward? .

7. What appears when you click the Table button?

! 8. What helps structure data in rows and columns?

9. Word processor discussed in the 1655|gm !
! 10. What selects the whole table? e

Q4) Choose the Correct Answel.
‘ 1: Tables are created using which tab?

Mdll \/IQ1 ge
= Shift+, ab

=~ Up Arroy,
- Grid
— Table
— Microsoft Worq

— Table Handle

i a) Home b) Insert C) Delsign d) View Answer: b) Insert
‘ li 2. Data in a table is stored in:
a) Pages -, b)Rows" i»c) Cells ‘ d) Paragraphs Answer: c) Cells

3. Which tool is used to send pelsonahzed documents to many people?

a) Mail Merge  b) Table \‘ c) Grid d) Column
4. Which key moves to the next cell?

a) Shift b) Enter ¢) Tab d) Esc

5. Which is not a part of a table? o 5

a) Cell b) Row ° c) Paragraph d) Column

6. To insert a table using dlalog box Wthh option is selected‘?

- Answer: b) Move mouse to left and click

9. Which actlon selects a whole column"

a) Click inside cell b) Tnple chck c) Move mouse over top d) Press Shlft .

Answer; c) Move mouse over top

a) Format Table  b) Design Table ‘c) Insert Table ~ d) View Table
7. Smallest width of a column is: ' !

2) 0.2 inch b) 0.3 inch ¢) 0.5 inch d) 1 inch

8. How do you"aglect a row? : ’

a) Click on it b) Move mouse to left and click + c)Double click

Answer: ?) Maﬂ 0 :
AnSwer: c)» Tab
Answer: ¢) Paraoraph
Answer: ¢) Insert TabIe
Answer: cj 0. 5mch

d) Press Tab .



