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CHAPTER-3

Introduction to MS Windows 7

Start button System clock

Icons on quick launch toolbar
Notification area

Show desktop button







CHAPTER-4

Introduction to MS Word 2010




A. Tick (/) the correct answers,

1. Ms Word is a

a. word processor.<7” hardware, il
2. The Save command s present under the %
A b. Home tab, il

3, This option under the File tab is ysed to open a saved file,

a Save ... SR g Open/

4. This option is used to exit Ms Word,

a Save b Exit _ ./ ¢ Savdmsill
5. Click on this button if you want to close your file without saving it

o — b. Don't Save /" ¢ Cancel
B. Write T for true or F for false,
1. MS Paint is a word processor, Bl
2. The Ribbon has three parts - File, tabs and groups, o'
3. The File tab is the first tab on the Ribbon. i
4. The status bar is present at the bottom of the Word window. TF

5. The vertical scroll bar is on the left side of the Word window,

C. Complete the steps to save a file in Ms Word.
1. Click on the file tab.

2 Click on e

The Save As dialog box appears.
3 Type a File name
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