Satish Chandra Memorial School
Class Test
Class – IV
FM – 10
Subject: - Computer 
Ch-3 (Tools of MS Word)
Answer the following questions: -						1x10=10
1. ________ the contents of a document is called as editing the document.
a. Selecting		b. Modifying		c. Observing		d. None of these
2. Shortcut key to select the entire document is ______.
a. Ctrl + W		b. Ctrl + B		c. Ctrl + A		d. Ctrl + C
3. Copy, cut, paste options are found under________ Tab and ________ group.
a. Home; Font
b. Layout; Paragraph
c. Insert; Illustrations
d. Home; Clipboard
4. Ctrl + X and Ctrl + V shortcut key combinations are used to ____ text/object.
a. Cut			b. Copy		c. Both		d. None
5. The _______ feature allows you to reverse the last action or a series of actions you have performed.
a. Undo		b. Redo		c. Delete		d. None of these
6. Spelling mistakes are highlighted by _______ and grammatical mistakes are highlighted by ________.
a. Wavy Red Line; Single Blue Line		
b. Wavy Red Line; Blue Double underline 		
c. Red Line; Blue Lines	
d. None of the above 
7. You may find Thesaurus under_______ tab and ___________ group.
a. Review; Proofing	b. View; Proofing	    c. Both		d. None
8. ______ refers to the look and style of the text.
[image: ]a. Font Size		b. Font Colour		c. Font		d. None
9. .	This image suggests different types of _____ found in                                             Paragraph group.
a. Font 		b. Text Alignment		c. Shapes		d. Lines
10. The Shortcut key to Print a File is ______.
a. Ctrl + S		b. Ctrl + Z			c. Ctrl + P		d. Ctrl + Y
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