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Answer the following questions:- 

 
1. Who developed MS Word ? 
Ans. Richard Brodie and Charles Simonyi. 

 

2. What do you mean by Paragraph alignment ? 

Ans. It refers to the placement of a paragraph with respect to the left and right page margin. 

 

3. What is the function of Title Bar? 
Ans.  A bar the display the name of active document. 

 

4. What is the function of Ruler? 
          Ans.  It used to set the alignment and margins of the elements in the documents. 

 

5. What is the full form of MS Word? 

Ans. Microsoft word 
 
6. What do you mean by merge cell (Merging) ? 

Ans. Merging combines two or more cells to create a new, larger cell. 

 

7. What is Cursor? 
          Ans. It is the blinking vertical line in your document. It indicates where you can enter text on the page. 

 

8. What do you mean by Splitting cell ? 

Ans. Cell splitting is a means of increasing the capacity of a cellular system by subdividing or splitting cells into 

two or more smaller cells. 

 

9. What do you mean by Line spacing ? 

Ans. Line spacing refers to the space between the lines . 

 
10. What is the function of Scroll Bar? 
Ans.  Scroll bar to use when you want to scroll the document window. 

 

11. What do you mean by Paragraph spacing ? 

Ans. Paragraph spacing refers to the space to be left before and after the paragraph.  

 

12. What is MS Word? 

Ans. It is a graphical word processing program that can help to make professional quality documents, letters, 

reports etc. 

 

13. What is the function of Status Bar ? 

Ans. It displays information about your document, such as total pages and total words. 

 

 



14. Write the short-cut keys of the followings. 

Ans.   

 

 
 
 

 

 

Ctrl+I  Change selected text to be in italics. 

Ctrl+U  Change selected text to be underlined. 

Ctrl+S Save current document file. 

Ctrl+P Print the current page or document. 

Home Goes to beginning of current line. 

Ctrl+A Select all text. 

End Goes to end of current line. 
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