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A. Fill ups 
1. Data sorting means … your data. 
2. Filter operation …the rows and columns containing data that does not meet the filter 

criteria that define. 
3. …… means arranging or reordering your data. 
4. The numbers that you type on cell appears in the …… 
5. The text and numbers that you type in excel also appears in the formula bar. T/F 
6. Which tab you will use to colour on the page…. 
7. …….. is areadymade picture gallery provided by the mail merge. 
8. Word art Is used to insert attractive tex.   T/F 
9. In the MS document click on the ….tab and the ribbon will display all the tools of mail 

merge wizard. 
10. Word art is a gallery of ready made pictures hat can be directly inserted into the 

document. 
11. After inserting a shape the format tab opens up.    T/F 
12. Header and footer is present in the….. tab. 
13. The …is attached to SMPS. 
14. ………. And ……. Are low level languages. 
15. ……… is a ready made picture gallery provided by MS Word. 
16. A collection of thick and thin bars is called……. 

 
B. Write the steps to insert clip art in your document. 
C. How will you insert a picture from the library in word document? 
D. Can you fill in colours to the shape inserted in your document? 
E. Write a short note on machine language. 
F. Write the steps to give a page border. 
G. Write the steps to give page border to your word document. 
H. What are the advantages of mail merge ? 
I. Write a short on machine languages. 
J. How does a computer work? 
K. Write the steps to give page border to your word document. 

 


