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ICT (WS) on MS Word 

 

I. Write the use of the following short cut keys in MS Word. 

1. CTRL+ A : ______________ 

2. CTRL+ B : ______________ 

3. CTRL+ C : ______________ 

4. CTRL+ D : ______________ 

5. CTRL+ E : ______________ 

6. CTRL+ F : ______________ 

7. CTRL+ G : ______________ 

8. CTRL+ H : ______________ 

9. CTRL+ I :  ______________ 

10. CTRL+ J : ______________ 

11. CTRL+ K : ______________ 

12. CTRL+ L : ______________ 

13. CTRL+ M : ______________ 

14. CTRL+ N : ______________ 

15. CTRL+ O : ______________ 

16. CTRL+ P : ______________ 

17. CTRL+ Q : ______________ 

18. CTRL+ R : ______________ 

19. CTRL+ S : ______________ 

20. CTRL+ T : ______________ 

21. CTRL+ U : ______________ 

22. CTRL+ V : ______________ 

23. CTRL+ W : ______________ 

24. CTRL+ X : ______________ 

25. CTRL+ Y : ______________ 

26. CTRL+ Z : ______________ 
 

II. Application based questions. 

1. Which feature in MS Word is used to divide the above part of worksheet 

into two columns? ________________ 

2. Anant has typed a 10 page document for his project. He wants to find the 

word ‘see’ and replace it with a word ‘view’. Which feature in MS Word 

should he use? ___________________ 

3. Roma has typed 5 paragraphs on the topic ‘Healthy life style’. She wants 

to place them at different distances from the left margin. Which feature 

should she use? _________________ 

4. Grishma feels the space between two lines in a paragraph is less and she 

wants to increase the spacing. Suggest the way to do the same.  

__________________________________________________________ 



III. Study the following window and answer the questions that follow. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Which option is used to equally distribute the lines of the paragraph with 

respect to left and right margins?  

____________________________ 

2.  The wavy heading ‘STAY HOME, STAY SAFE’ is created using 

___________________ 

3.  Name the tab which is used to make changes to the inserted images. 

_________________ 

4. Write the steps to insert shapes in a document. 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 



**Refer to the links below to enhance your knowledge about 
computers by playing quiz: 
 
https://www.proprofs.com/quiz-school/quizshow.php?title=easy-computer-quiz-
beginners&q=11 
 
https://www.proprofs.com/quiz-school/quizshow.php?title=grade-5-6-computer-
basics&q=1 

 
https://www.educationquizzes.com/us/elementary-school-3rd-4th-and-5th-grade/computer-

science/ 
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