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Questions

The keyboard shortcut to copy is.

Where do headers appear in a Microsoft Word document?

Whcih tab in the Microsoft Word ribbon contains the "Table" button for inserting a table.

--------- make the text appear thicker and darker.

Which command is used to print a Microsoft word document?

We cna insert the table in the Word document from the ......... tab.

Whcih command is used to create a new file and preserve the original file in Microsfot Word?

............... appears at the top margin of the Word document.

There are........ types of alignments in text formatting in Word.

Which keyboard shortcut is used to paste text o an image?

What are the primary functions of a word procesor?

We caninsert the image in the Word document from the ......... tab

To open a wod document, we go to the ............. tab.

What is the first step tolog into an email account in Microsoft Outlook?

Answers Choice

A. Ctrl + X
B. Ctrl + C
C. Ctril + P
D. Ctrl +S

A. At the top margin

B. At the bottom margin

. In the middle of the page
None of the above
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. Go to the mail google .com page
. Click on the Gmail sign-in option
. Enter the email address and
select Next

D. Enter the password and click on
the Next button
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The ..o tab lets you control the look and the feel of your document in Microsoft Word.

What is the shortcut key for hte Save command in Microsoft Word.

Whihc of the following is not required to create an email.

To Print the Word document, we go to the ................ tab.

Which Microsoft Program is the castest way to create a multimedia presentation.

Where do footers appear in a Microsoft Word document?
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. Excel
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. At the top margin

. In the middle of the page
. None of the above



