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ORAL WORK: 

A. Mention if the following statements are True or False. 

 

1. All the word documents that we consider empty contain at least two paragraphs.    [False] 

 

2. The formatting for a paragraph is stored in the paragraph mark and carried to the                   

next paragraph when we press the Ctrl key.                                                                           [False] 

 

3. Vertical alignment helps to position the next within a section of a document relative                        

to the left and right margins.                                                                                                     [True] 

 

4. By default the spacing between the lines of a paragraph is single.    [True] 

 

5. We can increase the space between the paragraphs by line spacing options.              [True] 

 

6. In Hanging Indent all the lines other than the first line are indented.                             [True] 

 

7. The thickness and style of the border remains fixed i.e., it cannot be changed.          [False] 

 

8. A Drop Cap is used to have a large capital letter in between the paragraph.                [False] 

 

 

 

B. You want to copy a block of text from your document to another document. How can it be done? 

Discuss. 

Ans: We want to copy a block of text from your document to another document, then click on the 

copy button in the clipboard group on the Home tab. Then paste it in to another document. 

 

C. Suggest ways to do the following: 

 

1. To cancel the last action: Undo Button (Ctrl+Z) 

 

2. To delete text and take it to other place in the document: Cut command ( Ctrl+X) 

 

3. To make ‘Know’ as ‘now’ in the document: spelling & Grammar check 

 

4. To see a document before printing it: Print Preview 



 

5. To check the spellings using a keyboard: Pressing the F7 function keys 

 

6. To undo an action: Ctrl+ Z 

 

7. To delete a word to the left of the cursor: Backspace 

 

D. We want to highlight a text without using the highlight colour option. What could be the other way 

to do it. Discuss. 

Ans: If we want to highlight a text without using the highlight colour option. The other way is to make it 

bold. It can be highlight through this bolding the text way. 

 

 WRITTEN WORK: 

 

A. Fill in the blanks. 

 

1. Word sets line spacing at single-spaced by default. 

 

2. The amount of vertical space that appears between the lines of text in a paragraph in a 

document is known as Line spacing. 

 

3. Identity helps us to control the amount of blank space to the left and right of the individual 

paragraphs of MS Word document. 

 

4. We can add borders and shading to paragraph and whole page. 

 

5. Sorting helps to arrange data in alphabetical order. 

 

6. Spacing between the paragraphs is known as paragraph spacing. 

 

7. A Drop Cap creates a large capital letter in between the paragraph. 

 

8. Borders and shading helps to make an article highlighted and well organised. 

 

9. Styles helps to quickly format a text. 

 

10. A style is a set of formatting characteristics, such as font name, size, colour, paragraph 

alignment and shading. 

 

11. Font type size is measured in points. 

 

12. When the order of items is important in a list sorting is used. 

 

13. When the text is lined up on the right margin it is right aligned. 

 

14. Bold, Italic and underline help to emphasize the text. 

 

15. The default colour of highlight button is yellow. 



 

B. Match each term with its function. 

     

Column A Column B 

1. Paragraph  b. Line spacing 

2. Justify c. Paragraph alignment 

3. This point 
forward 

d. Enter key 

4. Exactly  e. Drop Cap 

5. First line f. Indentation 

6. In Margin g. Vertical Alignment 

7. Ascending  a.Sort 

8. Insertion Point k. Position of the cursor where text can be inserted 

9. Clipboard  l. A temporary location in RAM to store data 

10. Undo  i.Cancel the last action 

11. Backspace  j. deletes the text left to the cursor 

12. Delete  h. deletes the text right to the cursor 

 

C. Name the tool/feature. 

 

1. I display the paragraph Marks: Cursor 

2. I align the text to both the left and right margin: Text alignment 

3. I increase the space between the lines of text: Spacebar 

4. I add extra space between the paragraph: paragraph spacing 

5. I change the distance between the paragraph and left or right margin: Indenting 

6. I create a border around a paragraph: Border and shading 

7. I arrange the data in alphabetical order: Sorting 

8. I create a large capital letter at the beginning of a paragraph: Drop cap effect  

 

D. Write steps to do the following jobs. 

 

1. To change the line spacing of a paragraph: 

       Step 1: Select the text. 

       Step 2: Click on Home tab on the Ribbon. 

       Step 3: Click on line spacing and select ‘Line Spacing option’. 

 

2. To add blank spaces before and after the paragraph: 

Step 1: Select the paragraph. 

Step 2: Click on page layout tab. 

Step 3: Click the arrow next to spacing before or after and select any value. 

Step 4: Space between the paragraphs has changed. 

 

3. To indent a paragraph: 

Step 1: Select the paragraph. 

Step 2: Click on Home tab on the Ribbon. 

Step 3: Click on increase indent button of the paragraph group. 

Step 4: Indent of the paragraph has increased. 

 

 



4. To add Border to a paragraph: 

Step 1: Select the paragraph. 

Step 2: Click on Home tab on the Ribbon. 

Step 3: Click on down arrow near Border in the paragraph group. 

Step 4: Select ‘Border and shading’ from drop down list to open Border and shading dialog box. 

Step 5: Select and style. 

Step 6: Click down arrow of colour box and select any colour to change the colour of the border. 

Step 7: Click down arrow of width list box and select any thickness to change the thickness of  

              the border. 

Step 8: Click on OK button. 

 

5. To add shading to paragraph: 

Step 1: Select the paragraph. 

Step 2: Click on Home tab on the Ribbon. 

Step 3: Click on down arrow near Border in the paragraph group. 

Step 4: Select ‘Border and shading’ from drop down list to open Border and shading dialog box. 

Step 5: Click on down arrow of fill box and select any colour. 

Step 6: Click on shading tab in Borders and shading dialog box. 

Step 7: Click on down arrow of style and select any style. 

 

6. To apply styles to paragraph: 

Step 1: Select the paragraph. 

Step 2: Click on Home tab on the Ribbon. 

Step 3: Click on down arrow in the ‘Styles’ group. 

Step 4: Select any style. 

Selected style is applied to the selected paragraph. 

 

7. To sort data: 

Step 1: Select the text. 

Step 2: Step 2: Click on Home tab on the Ribbon. 

Step 3: Click on sort button in the paragraph to open the sort text dialog box. 

Step 4: Select Ascending or Descending. 

Step 5: Select OK. 

 

8. To give Drop Cap effect to a paragraph: 

Step 1: Click on Insert tab on the Ribbon. 

Step 2: Click on Drop Cap in the Text group. 

Step 3:  Click on ‘Dropped’ Option. 

Dropped effect of drop cap can be seen in the first character of the paragraph. 

 

E. Choose the correct answer. 

1. Paragraph alignment that leaves an even left and right margins is called: 

a. Left                 

b. Right 

c. Even 

d. Justified 

 

              Ans: d. Justified 

           

 



2. Paragraph formatting tools are present in: 

a. Home Ribbon 

b. Page Layout Ribbon 

c. Both of the above 

d. None of these 

 

            Ans: a. Home Ribbon 

        

3. Horizontal Alignment aligns the paragraph to the: 

a. Left Margin 

b. Right Margin 

c. Right and left Margin 

d. Top and Bottom Margin 

 

            Ans: c. Right and left Margin 

 

4. Vertical Alignment aligns text  to the: 

a. Left Margin                                                                          c. Right and left Margin 

b. Right Margin                                                                        d. Top and Bottom Margin 

 

            Ans: d. Top and Bottom Margin 

  

5. To left align the paragraph , we press: 

a. Ctrl + L                                                                                 c. Ctrl+ R 

b. Ctrl+ E                                                                                  d. Ctrl+ J 

 

           Ans: a. Ctrl+L 

 

6. To center the paragraph , we press: 

a. Ctrl+ L                                                                                 c. Ctrl+ R                                                         

b. Ctrl+ E                                                                                 d. Ctrl+ J 

 

           Ans: b. Ctrl+E 

 

 

7. To right align the paragraph , we press: 

a. Ctrl+ L                                                                                c. Ctrl+ R 

b. Ctrl+ E                                                                                d. Ctrl+ J 

 

             Ans: c. Ctrl+ R 

 

8. _________ Option allows us to enter line-spacing values other than those specified. 

a. Double                                                                               c. Exactly 

b. At least                                                                              d. Multiple 

 

             Ans: d. Multiple 

 

9. Paragraph spacing can be given _______________the paragraphs. 

a. Before                                                                               c. Both of the above 

b. After                                                                                  d. Between the lines 

 

             Ans: c. Both of the above 



 

10. The first line of the paragraph is spaced a set amount further away from the right margin than 

the rest of the lines of the paragraph: 

a. Left Indent                                                                          c. First Line Indent                        

b. Right Indent                                                                        d. Hanging Indent 

 

            Ans:  b. Right Indent 

 

11. MS Word offers ____________ styles of Drop Cap. 

a. One                                                                                     c. Three 

b. Two                                                                                     d. Four 

 

             Ans:  b. Two 

 

 

F. Put a tick on the correct option. 

1. Find button is present on  

a. Editing group on Home tab 

b. Font group on Home tab 

c. Paragraph group on Home tab 

d. Editing group on Review tab 

          

            Ans: a. editing group on Home tab 

 

2. Undo button 

a. Cancels all the typing done                                                c. Cancels the Print command 

b. Cancels the save command                                                d. Cancels the last option 

 

           Ans: d. cancels the last option 

 

3. Which option is not an editing feature in MS Word? 

a. Spell check                                                                            c. Cut Paste 

b. Remove                                                                                 d. Copy Paste 

 

              Ans: b. Remove 

 

4. You have created a document and now you want to change every occurrence of ‘Calcutta’ with 

Kolkata. Which feature would you use? 

a. Find and Replace                                                                 c. Search Change                                                                                                                

b. Search Replace                                                                    d. Search change Every 

 

             Ans: a. Find and Replace 

 

5. You accidently changed some text and now you wish to revert. Which feature should you use? 

a. Cancel                                                                                    c. Undo 

b. Redo                                                                                       d. Revert 

 

             Ans: c. Undo 

 

 



G. Answer the following questions. 

1. How would you center align a paragraph? 

Ans: Step 1: Click page layout tab on the Ribbon. 

         Step 2: Click on more button in the page setup group. Page setup dialog box appears. 

         Step 3: Click on Layout in the page setup dialog box. 

         Step 4: In vertical alignment click the down arrow and select ‘center’ option from the drop 

                      Down list. 

         Step 5: In ‘Apply to’ click the down arrow and select any option from the drop down. 

         Step 6: Click OK. 

 

2. What are the types of indentations you can make in a Word document? 

Ans: There are four types of indentations i can make in a Word document 

a. Left Indentation 

b. Right Indentation 

c. First line Indentation 

d. Hanging Indentation 

 

3. Namita wants to create her Social Science Project by giving beautiful Borders and Shading to the 

paragraphs. Explain how she can do this. 

Ans: Step 1: Select the paragraphs of project. 

         Step 2: Click on Home tab on the Ribbon. 

         Step 3: Click on down arrow near Border in the paragraph group. 

         Step 4: Select ‘Borders and shading’ from drop down list to open Borders and shading dialog  

                      Box. 

         Step 5: Select any style. 

         Step 6: Click down arrow of colour box and select any colour to change the colour of the 

                      Border. 

         Step 7: Click down arrow of width list box and select any thickness to change the thickness of  

                       The border. 

         Step 8: Click OK. 

         Step 9: Click on shading tab in Borders and shading dialog box. 

         Step 10: Click on down arrow of style and select any style. 

         Step 11: Shading is applied to the selected paragraph. 

 

4. Harry wants the first letter to be larger than the rest of the document. Help him in achieving 

this. 

Ans: Step 1: Click on insert tab on the Ribbon. 

        Step 2: Click on Drop Cap in the Text group. 

        Step 3:  Click ok ‘Dropped’ option. 

        Step 4: “In Margin” effect of Drop cap can be seen in the first character of the document.  

 

5. Navneet typed her class list in MS Word but after typing she came to know that she should have 

typed it in alphabetical order. Help her how to do this without any extra effort. 

Ans:  Step 1: Select the text. 

         Step 2: Click on Home tab from the Ribbon. 

         Step 3: Click on sort button in the paragraph group to open the sort Text dialog box. 

         Step 4:  Select Ascending or Descending. 

         Step 5: Select Ascending order. 



         Step 6: Select OK. 

 

6. Describe the word wrap feature of MS Word. 

Ans: Before we start typing our text using MS Word, the cursor blinks at a point called the insertion 

point. As we type we do not need to press Enter Key after each line. MS Word automatically takes 

the cursor to the next line once we reach the end of a line. This feature is called Word wrap feature. 

 

7. Write two ways to select a whole paragraph. 

Ans: First way: Click Ctrl+ A. 

        Second way: Dragging the mouse from beginning of paragraph to end of the paragraph. 

 

8. How does Print Preview feature help in saving paper? 

Ans: It is always a good idea to see on the screen how our document will look when it is printed, 

before actually printing it. This can be done by using the print preview option. 

 

9. Anjali selected a whole paragraph and accidently pressed the Deleted key. The whole paragraph 

got deleted. What should she do to cancel the action? 

Ans: Anjali selected a whole paragraph and accidently pressed the Deleted key. The whole 

paragraph got deleted. She should use UNDO button to cancel the last action. 

 

 

 

10. Differentiate between copying and moving text in a document. 

Ans: Copying a document: If we want to create a duplicate file of a file, then we use copy option.    

         We use Ctrl+ C for copy. 

         Moving a document:  If we want to move text from one area of a document to another, we 

         Use cut option. We use Ctrl+ X for moving a document. 

 

11. Shirom has typed an article on “Ten beautiful places of the world”. Throughout the document 

he has written the spellings of “Jaipur” as “Jaypor”. When would you suggest Shirom to do to 

correct the mistake? 

Ans: Shirom has typed an article on “Ten beautiful places of the world”. Throughout the document 

he has written the spellings of “Jaipur” as “Jaypor”. I will suggest Shirom to do to correct the 

mistake is first go to Home tab of the Ribbon, go to the editing group, and select Replace or use the 

shortcut key CTRL+H. 

 

 

12. Describe the Spell Check feature of Word. 

Ans: When we create a document, it is important to spot and correct any spelling mistakes or 

grammatical errors that we could have made. For this, we can let MS Word’s spelling and Grammar 

check option suggest corrections automatically as we type. 

 

13. What do wavy red and green lines underneath words that we type indicate? 

Ans: Wavy red lines underneath words that we type indicate spelling error and green lines indicates 

grammatical error. 

 

H. State whether the following are True (T) or False (F). 

1. Formatting means making changes in a document.           False 



2. We use the Format key to format text.                                 False 

3. Bold option makes the text look slanting.                             False 

4. Font size is measured in points.                                              True 

5. CTRL+L is used to right align the text.                                    False 

6. Highlight button lets us emphasize on the text.                  True 

 

I. Choose an appropriate font from the box below for the following documents. 

Ans: 1. An application to the principal of your school- Times New Roman 

         2. An invitation letter for your birthday party- lucida calligraphy 
         3. An article for school magazine-Trebuchet MS 

 

J. Identify the formatting styles (Bold, Italics or Underline) used in each name. 

 Chavi-----------Bold 

 Samarth-------Italic 

 Guneet--------Bold and underlined 

 Nandan--------Italic & underlined 

 

K. You want to type characters that are one inch in height for a poster. What font size would you 

choose? 

Ans: 72 

 

 

L. Choose the correct option. 

1. When we change the font size, we are doing:  

a. Editing                                        b. Formatting                                    c. printing 

             Ans: b. Formatting 

     

2. The first step to make a given text bold is  

a. To select it                                b. to paste it                                       c. to click on bold button 

             Ans: a. to select it 

 

3. To align text along left margin, we use -------------- button. 

a.                                          b.                                              c.  

 

             Ans: a.  

 

4. One inch is equal to------------ points. 

a. 70                                              b. 5                                                     c. 72 

             Ans: c. 72 

 

 TO DO: 

A. Explore 

 

 

1. Explore at least three more formatting tool--------- other than the ones studied in the lesson. 



Ans: a. Centre alignment                      b. Left and right alignment               c. Full alignment 

 

 

2. Find out names of five word processing software other than MS Word. List them here: 

a. Corel word perfect 

b. Easyword 

c. Celframe word 

d. Kword 

e. Open office 

f. Libre office 

 

 

B. Guess the letters in the blank boxes. Clues are given below the boxes. 

 

1. To remove text to the right of the cursor. 

D E L E T E 

 

 

2. Feature that duplicate text from one location and places it in another. 

C O P Y / P A S T E 

 

 

 

 

3. To delete a text to be pasted at another location. 

C U T 

 

 

4. Cancel the Undo action. 

R E D O 

 


