
Computer Science - ICS Part 1 Computer Science Chapter 8 Short Questions Preparation

Q1. Distinguish between save and save as option.

Ans 1:  Save As: Choosing "save as" when you want to save a file by two more than names.For example you have saved a file by
name of "Age" and now you want it another name,then use Save as commonf the short cut key of save as is F12.

Ans 2:  Save: This command is use when you want to save a file by only one name.Shortcut key to save is Ctrl+S.

Q2. What is mean by paragraph formatting?

Ans 1:  Paragraph is defined as a group of sentence slightly different meaning.In formatting paragraph you can select the
indentation,the special paragraph spacing before or after the paragraph and line spacing.

Q3. What is word art option in MS-Word?How can you insert it?

Ans 1:  Word art is a feature of MS-Word drawing program.It transform an ordinary text headline word or Phrase in a work of
art.The text is Transformed into word art and then selecting/insert/Picture/word art.

Q4. Describe the "undo" and "redo" commands.

Ans 1:  Undor reverse the last action you performed and redo Un does the last Undo action.The sort cut key for Undo is and Redo
is Ctrl+Z and Ctrl+y respectively.

Q5. What is text editor?

Ans 1:  A text editor is a type of program used for editing plain text files.Such programs are sometime known as "notepad"
software.

Q6. Define word processor.

Ans 1:  Word processor is an application that provides extensive tools foe creating all kind of text base document.Word processor
can manipulate not only the text but also it enables you to add images sound charts and graphics in your document.

Q7. Define Title bar.

Ans 1:  Title bar display the name of the active application and documents along the top of window.



Q8. Why auto shape tool bar is used?

Ans 1:  Autoshapes tool bar on the drawing toolbar.The autoshape toolbar will allow you draw many different geometrical shapes
,arrows,flow chart symbol,stars and banner on the document.

Q9. What is text alignment?

Ans 1:  Text alignment refers to the orientation of the lines of a paragraph with respect to the margins.The text to be aligned is first
selected than alignment can be set from the formatting tool bar.

Q10. Define Margins.

Ans 1:  Margins define the boundaries of the text.The text can not cross these boundaries.In every document all four margins can
be same or different.


	Computer Science - ICS Part 1 Computer Science Chapter 8 Short Questions Preparation
	Q1. Distinguish between save and save as option.
	Q2. What is mean by paragraph formatting?
	Q3. What is word art option in MS-Word?How can you insert it?
	Q4. Describe the "undo" and "redo" commands.
	Q5. What is text editor?
	Q6. Define word processor.
	Q7. Define Title bar.
	Q8. Why auto shape tool bar is used?
	Q9. What is text alignment?
	Q10. Define Margins.


