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tool, we can type text in more than one no_c:.__:m..__ ]

e

With the help of
a) Pages G b) Multi Columns
c) Text Box D d) None of these
“is the direction in which a document is displayed or printed.
a) Page orientation ") b) Page size
d) None of these

c) Columns
is/are pre-formatted header options in MS Word.
) b) Blank (Three Columns)

d) All of these

click on Insert - Page N

a) Blank
c) Austin

To insert a page number at the bottom of the pages,

=
a) Current Position
c) Page Margins
view is
opened in browser.

b) Top of Page
d) Bottom of Page
used to create and edit pages as they'll appear on

b) Outline
) Print layout




e size is fd’f /28

is used to review a document.

C. Answer the following questions.

1. What is page margin in a document?
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2. What is multi coijmns text? Give example
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3. What do you understand by hyperlinks in MS Word?
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::) 4. What s Header & Footer?
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5. Name the differentcw,ays in which a document can be viewed. i
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D. Tick (/) the correct statement and cross (X) out the wrong one. ‘V”a""-’b
) 1. Header appears at the bottom of the page. -

The two types of page orientation are portrait and landscape.

‘Banded’ is not a pre-formatted header option.

e G

MS Word document can contain multiple columns.

Page number can be inserted at the top or bottom of the page. 9’










