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Answer the following questions:- 

 
1. How can you insert a table in MS Word?  

Ans. click Insert      Table and move the cursor over the grid until you highlight the number of columns and 

rows you want. 

 

2. How can you insert a picture in MS Word? 

Ans.  

 Place your insertion point where you want the image to appear. 

 Select the Insert tab. 

 Click the Picture command in the Illustrations group. The Insert Picture dialog box appears. 

 Select the desired image file, then click Insert to add it to your document. Selecting an image file. 
 

3. Write the steps to insert clip art.  
Ans.  

 Open the Word document where you would like to insert the clip art. 

 Click the [Insert] tab > From the "Illustrations" group, click [Clip Art]. A clip art pane will open to the right of 
the document. 

 In the "Search for" box, type a term or keyword for the clip art you would like to find (e.g., "potato") > Click 
[Go]. The clip art will appear in the pane below. 

 To insert the clip art, place your cursor where you would like to insert the clipart in your document and click 
the image from the clip art pane. 

 

4. What is header and Footer? 
          Ans.  The Header and Footer are the text that appear at the top and bottom margins of every page. They are 

used to display information such as page number, title of the document, date and so on. 

 
5. How can you insert page no. in MS Word? 
Ans. 

 Ans. Select Insert > Page Number, and then choose the location and style you want. 

 If you don't want a page number to appear on the first page, select Different First Page. 

 If you want numbering to start with 1 on the second page, go to Page Number > Format Page Numbers, and 
set Start at to 0. 

 When you're done, select Close Header and Footer or press Esc. 

 

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

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

 

7. 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. 

 

 
 
 
 
 



8. Define the followings:- 

 

9. Explain symbols. 

 
10. Write the short-cut keys of the followings:-  

 

 

Ctrl+C Copy the  text. 

Ctrl+V Paste the text. 

Ctrl+X Cut the text. 

Alt+F File menu options in current program. 

Alt+E  Open Edit options in current program. 

Alt+Tab  Switch between open programs. 

Alt+F File menu options in current program. 

Alt+E  Open Edit options in current program. 
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