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ORAL WORK 

 

A. How is making a project by creating documents using Microsoft Word different from making a 

project on paper? 

 

Ans: One can create documents by using Microsoft Word is by word processing software with the 

help of a word processor. We can type letters etc. and save it as document. 

 

Making a project on paper is just writing and it is time consuming process where typing in MS word 

is time saving process. 

 

Project on Microsoft gives professional look rather than making a project on paper. 

 

B. Say ‘yes’ or ‘no’. 

 

1. Any text that we type on the computer is called a document.               True 

2. We need a word processor to create a document on the computer.   True 

3. Another name for the cursor is insert.                                                        False 

4. To move to the end of a line we press HOME.                                          False 

5. CTRL+END moves us to the end of the document.                                   True 

 

WRITTEN WORK  

 

A. Fill in the blanks: 

1. The status bar displays information such as, page number, and word count. 

 

2. The cursor shows the place where the typed letters will appear. 

 

3. By default, MS Word document gets docx as the extension. 

 

4. When we save a document for the first time, we use the save as command. 

 

5. Any text that we type on the computer is called a document. 

       

 

 

 



B. Answer the following questions: 

1. What is a word Processor? 

Ans: A program is need to create documents in the computer called as word processor. 

Microsoft is a Word processor. 

 

 

2. Name any 2 popular word processors. 

Ans: 2 popular word processors are: 

i. Microsoft Word 

ii. Word perfect 

iii. Word pad 

 

3. What all does the Title bar display? 

Ans: Title bar displays the name that we have given to the document, and name of the program, 

that is Microsoft word. 

 

4. Write the steps to start MS Word. 

Ans:  

Step 1: Click the left mouse button once on the start button. 

       Step 2: On the start menu that appears, click the left mouse button on All programs. 

       Step 3: Click on Microsoft Office. 

       Step 4: Click on Microsoft Word. 

 

5. Define the Word Wrap feature. 

Ans:  while typing text, we do not have to press the Enter key after each line. The cursor 

proceeds automatically from one line to the next when we reach the end of the line. This 

feature is called word wrap. 

 

6. Akshita has deleted a paragraph by mistake. How can she reverse this? 

Ans: Akshita has deleted a paragraph by mistake, by using the Undo button on the Quick Access 

Toolbar, she can reverse this. 

 

7. Write the steps to save a file for the first time. 

Ans:  

Step 1: Click on the Microsoft Office Button. 

       Step 2: Click on the ‘Save As’ option. 

       Step 3: Select the location where we wish to save the document using the drop-down menu. 

       Step 4: Type a name for the document. 

       Step 5: Click on the save button. 

 

C. Write the keyboard shortcuts for the following: 

 

1. Undo- CTRL+Z 

2. Create a new document- CTRL+ N 

3. Save a document- CTRL+S 

4. Open an existing document-CTRL+O 

    

 



D. Underline the correct answers. 

1. The process of using a computer to create a document: 

a. Word processing  b. Word creating 

         Ans: a. Word Processing 
        

2. This is a word processing program: 

a. Word pad                                                                               b. MS Paint 

       Ans: a. Word pad 

        

3. The Ribbon has ______________ tabs. 

a. 10                                                                                            b. 7 

       Ans: b.7 

        

4. The keyboard shortcut to move to the top of the document. 

a. CTRL+END                                                                            b. CTRL+ HOME 

         Ans: b.CTRL+HOME 

         

5. To prevent losing our document we need to : 

a. Close it                                                                                 b. save it 

    Ans: b.save it 

 


