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1. Choose the correct answer. 

 

a. ______________________ program is used to type letters, words and 

sentences. 

 

i) Word    ii) Paint 

 

b. ______________________ bar displays the name of the current 

document. 

 

i) Title    ii) Menu 

 

c. The shortcut key for saving a document is __________________. 

 

i) Ctrl+Z   ii) Ctrl+S 

 

d. ______________________ is a program used to draw and colour 

objects. 

 

i) Paint   ii) Windows 

 

e. ______________________ feature creates a mirror image of the 

picture. 

 

i) Flip   ii) Copy 

 

2. True or False 

 

a. Skew command is used to stretch an image.   _______________ 

 

b. You cannot move a selected image.  _________________ 

 

c. Rotate feature creates a mirror image of the picture. ________________ 

 

d. Storage is the process of saving work permanently. ________________ 



 

e. The text appears bold when you select Bold option. ________________ 

 

3. Fill in the blanks. 
 

a. T____T____E____A____R is the topmost bar in Word window. 

 

b. C____R____O____ is a small vertical blinking line on the screen. 
 

c. K____Y____O____R____ is used type letters, words and numbers in 

the computer screen. 
 

d. H____M____ and V____E____ are two tabs in paint. 
 

e. C____L____R   P____C____E____ tool picks a colour from a 

coloured drawing. 
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