Question and answer:

1. What is a word processor ?

Ans: A word processor is an application software that helps you to type text on a computer. 

2. What is word processing?

Ans: The process of typing using a word processor is known as word processing. 

3. Name the word processing software. 

Ans: MS- WORD,  Notepad, Wordpad, Wordstar, Word Perfect etc.

4. Write any two features of word processor.

Ans: Any two features are :

i) You can edit words and sentences. 

ii) You can insert a picture in your document. 

5. What are the steps to invoke MS- WORD?

Ans: i) Click on Start 

         ii) Click on All Programs 

         iii) Click  on MS- OFFICE .

          iv) Click on MS - WORD 2010

6. Write any two uses of Word processor. 

Ans:  i) Making a time table. 

ii)  Typing an essay or a letter. 

7. Mention the different server elements of MS- WORD.

Ans: The different server elements are- 

Title Bar, Quick Access,  Tool Bar, Ribbon, File Tab, Rulers,  Cursor, Minimize Button, Maximize Button,  Close Button and Document Area.

8. What is backstage view?

Ans:  Backstage view shows the set of commands used to manage the document like creating , saving,  opening, printing  and so on.

9. How do you insert a new line?

Ans: To insert a new line ,the steps are:

i) Place the cursor ag the end of the line after which you want a blank  line . 

ii) Press Enter Key .

10. How do you select a paragraph?

Ans:  Press ( Ctrl+ A) to select ap paragraph. 

11. Difference between Save and Save As option. 

Ans: SAVE is used to save your work which is newly created by you. 

SAVE AS is used to save your work as a file with a differnt name .

12. Write the steps to create a new document in MS- WORD 2010.

Ans: The steps are :

i) Click the File Tab .

ii) Click the New Option. 

iii) Select the Blank Document Option. Click Create. 

iv) Type your text. 

