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NCERT Solutions for Class 9 Foundation of Information Technology MS Word 2007 Basics


NCERT Solutions for Class 9 Foundation of Information Technology MS Word 2007 Basics are prepared by CBSE student eCARE expert to score good marks in class 9. This chapter contain many topics which are very important to score good in class 9. There are some important topic mentioned below:


Tabs

These are similar to the menu system of MS-Word 2003. Instead of having drop down menus, MS-Word 2007 creates a Ribbon system, where buttons and commands are grouped under the tabs. Some groups include a dialog launcher button in their lower right corner to bring up the additional options.

Different types of tabs are as follows:


	Home tab is used to change font, styles, setting of paragraph etc.
	Insert tab is used to insert page breaks, tables, illustrations, links, header and footer, text and symbols etc.
	Page Layout tab is used to change themes of a page, margin of a page, orientation of a page, insert a page border, column, format paragraph etc.
	References tab is used to insert table of contents, foot notes, citation and bibliography, captions, index, mark entry for index etc.
	Mailings tab is used to create envelopes, labels, start mail merge, write and insert fields and preview results etc.
	Review tab is used for proofing, comments, tracking, comparing the documents etc.
	View tab is used to change the outline or draft views, display the ruler or document map, zoom, switch windows etc.



 


				


				

			



			

			
		
				
		

		


		
		
								
						Download or View Content 


	
								
									
										 
										
																				
										NCERT Solutions for Class 9 Foundation of Information Technology MS Word 2007 Basics
											
									

	
									
										
																					Free
																				
	
										
											
											
																						
																				
											881 View   |   
											 Download
																					                                             										
										

									

								

							


						
							
													
																																																											
																														
												
																																			
				

					
		

		
			

	
				
					Description Below File


					
Some questions are asked by class 9 students related to Foundation of Information Technology


Question 1.

How do you locate MS-Word 2007 on your computer system?

Answer:

To locate MS-Word on our computer system:

Click Start —> All Programs —> Microsoft Office —> Microsoft Office Word 2007.


Question 2.

What is the use of ruler in MS-Word 2007 document?

Answer:

Ruler is used to set tabs, indents and margins for a document.


 


Question 3.

What is formatted text?

Answer:

Formatted text has styling information beyond the minimum of semantic elements: Colors, styles (bold face, italic), sizes and special features such as hyperlinks.


Question 4.

Write the name of alignments, which are available in MS-Word 2007.

Answer:

Left, Right, Center and Justify.


 


Question 5.

What is the use of Crop option in MS-Word 2007?

Answer:

Crop option allows a user to edit pictures (only cropping).


Question 6.

Write the steps to make the text bold.

Answer:

Steps to make a text bold are as follows:


	Step 1: Select the text.
	Step 2: Click the Bold button in the Font group on the Home tab.



Question 7.

Write the shortcut keys to format the text style bold, italic and underline.

Answer:

Bold – Ctrl+B, Italic – Ctrl+I, Underline – Ctrl+U


Question 8.

What are the basic features of printing in MS-Word 2007?

Answer:

The basic features of printing in MS-Word 2007 are as follows:


	Print
	Quick Print
	Print Preview



Question 9.

How can you print your document via Quick Print feature of printing?

Answer:

To print a document via Quick Print

Click Microsoft Office Button —> Print —> Quick Print.
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