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Worksheet - 4.5

MCQ's
1.  Whatistheshotcut keyto bold textin Microsoft word.
a. Ctrl+L b. Ctrl+B ¢  Ctrl+U d. Ctrl+A
2.  Howcanyouapply /talics font to selected text in shortest way?
a. RightClickandselectltalic b. Use the font Color
c. Ctrl+l
d.  ClicktheltalicButton on tool Bar

3.  Whichfeature allowsyou to highlight text in different colors?

a. FontColor b.  TextHighlight color
c.  Background Color d. Texteffects
A, e, keys are used to underline the text.
a. Ctrl+U b. Ctrl+Vv  c.  Ctrl+D d.  Ctrl+l

Fill in the blanks.

1 A e, list hasa numberoralettertoidentify theitemsinthelist.
2. e means to beautify the text.
3. Thewayinwhichthetextisplacedonapageisknownas .............. :
4 The textthatappearsabove the text.
5. e textisthe text thatappears below the normal text.
True or false
1. Usercannotchangeline spacinginaword document.
2.  To create a numbered list, you, can click on the ‘Numbering’ button in
the tool bar.
3. Fontisthestyleandshape of the letters.
4. The Change case command is used to change the case of the selected

text without typing.



