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"P TEST YOURSELF

A. Fill in the blanks.
1. Press any ___ V)6l key or just click again to deselect text.
2. A red wavy underline indicates a possible S Fel\h‘n% error.
3. Pressingthe 7 Kﬂ.«qﬁ opens the Spelling and Grammar dialog box.
4. If we don’t want to change the spelling to the suggested one, we click on the
JSHOYQ ODCQ/ Iﬁm T}tton
You can use Q{Tl d_ . Home keys to go to
the beginning of your document.
B. Give the keyboard shortcuts to do the following.
1. Remove the selected text. —) C‘tr\ 07 x
2. Put off the Overtype mode. — Tngent KJU()J
3. Paste the cut text. —> c-talx V
4. Copy the selected text. — C,‘:'Y‘I—\— £
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D. Answer these questions.

1. What is editing?



1. If the insert mode is on, the inserted text pushes the text next to it

towards right.

To move some text to a new location, it has to be selected, cut
and pasted at the desired location.

We can press Ctrl and X keys to cut a text.

[ CHECK YOUR PROGRESSJ

Sentence case option capitalizes the first letter of each sentence.

CLHIECVIRNI,” CIrELl IRt oo

Tick (V) the correct statements and put a cross (X) against the Wrong oneg '{
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| two of these options.

} gg‘Match case’ option
Pﬁfor example, if you type ‘BAG,
vs Word will look for words which

are written in 3ll caps, that is, in all A

A capital letters only. So, ‘bag’ ‘Bag’ Or Search OpGonS
: : Searchy

HhAG will not be shown in the M

ch () Find whe

search. o £

‘find whole words only’ option [ Sounds

[\Find &

For exampl



