
BEDI INTERNATIONAL SCHOOL, BAREILLY 

CLASS: IV                                                              SUBJECT: Computer 

     CHAPTER: 5(Editing Text in MS Word 2007) 
    

A. Fill in the blanks: 

1. The Selection Area is a blank area in the left margin of a document. 
2. The Clipboard is a reserved place which stores data temporarily. 
3. The shortcut key combination to open a word document is Ctrl + O. 
4. To print the document, click on File tab > Print option. 
5. Incorrect spelt words can be seen with a Red wavy line under them. 
6. The Thesaurus option provides a list of synonyms and antonyms. 

B. State True or False: 
1. The shortcut key to close document is Ctrl + C. FALSE 
2. The Save command is used to save a document for future use. TRUE 
3. To open an already saved Word document, click on New option in the Office Button Menu. FALSE 
4. To select a sentence, hold down the Shift key and clicking anywhere on the sentence. FALSE 
5. To select a paragraph, double-click anywhere in the paragraph. FALSE 

C. Match the following: 

1. Ctrl + A   4. Copies the text from one place and paste it at another 
2. Shift + Home  1. Selects the entire text 
3. Ctrl + X, Ctrl + V  2. Selecting text from current position to the beginning of a line 
4. Ctrl + C, Ctrl + V  3. Cuts the text and places to a new place 

D. Application Based Questions:  

1. Raman has made a project, but he does not know how to check the spellings and grammatical  
     mistakes in a document. What steps will you suggest him?  

Ans. a. Right click on the word with a red wavy line. 
b. A shortcut menu opens, displaying various suggestions 
c. Select the correct word. 
d. Microsoft word automatically replaces the incorrect spelling with the selected option. 

2. Sonam has added some extra paragraphs in her document. The teacher has asked her to  
      delete them. How will you help her to do this? 
Ans. She can double click left margin of the paragraph from where extra paragraph has been added .  
          Then press the delete key. 

E. Multiple choice questions: 

1. The Word application opens a blank document with the name Document1. 
a. Doc1  b. Document1√   c. 1 Document 

2. Grammatical errors are indicated with a Green wavy line. 
a. Red wavy line  b. Green wavy line√  c. Blue wavy line  

3. Which key combination will you use to close the document? 
a. Ctrl + W√  b. Shift + End   c. Ctrl + A 

4. Which is the shortcut key for Undo command? 
a. Ctrl + Y   b. Ctrl + U    c. Ctrl + Z√ 



E. Answer in one word or one sentence: 
1. Write the key combination to save a document in Microsoft Word. 
Ans.: We will press Ctrl + S to save a document in MS Word.  

2. Where are Undo Redo buttons located? 
Ans.: Undo and Redo buttons are located on Quick access launch bar. 

3. Which shortcut method is used to exit the MS Word document? 
Ans.: Alt + F4 is used to exit the MS Word document. 

F. Answer the following: 
1. List any three uses of word processing software. 
  Ans.: The three uses of word processing software are: 

a. Modify the text, both while typing after typing. 
b. Insert graphics and make use of various drawing tools to draw pictures. 
c. Copy and move the text from one location to another. 

2. What you understand by editing? How can you insert text in a document? 
  Ans.: After typing the text in a document, you may want to make some changes in the text. 
Making changes in a document is called Editing. To insert text in a document:- 

a. Place the cursor to the right of the character where you want to insert the text and then start 
typing. 

b. The existing text which is present after the cursor will be shifted to the right side.  

3. Explain the use of Thesaurus option in Microsoft Word. 
  Ans.: Thesaurus helps to improve our vocabulary by providing a list of synonyms (words with   
             similar meaning) and antonyms (words with opposite meaning) for any word. 
 

4. Differentiate between moving and copying the text. 
Ans.  

COPYING TEXT MOVING TEXT 

1. It is to make a copy of the selected 
file or folder and place the duplicate in 
another drive or folder. 

1. It is to move the original files from 
one place to another location. 

2. Copy retains them. 

 

2. The move command deletes the 
original files. 

 
Extra questions. 
Shortcut keys. 
 

1. To redo an action - Ctrl+Y 

2. To paste the text - Ctrl+V 

3. To open the document - Ctrl+O 

4. To save a document - Ctrl+S 

5. To exit Microsoft word -    Alt+ F4 


