
Chapter 3 

A. Very short answer type questions: 

1. Can we create a database in MS- Word? 

Ans: No we cannot create a database in MS- Word. 

2. Name the system whose feature allows us to create individual form of letters. 

Ans: Mail Merge 

3. What is the file extension used for Microsoft Word Documents templates? 

Ans: the file extension for MS word is .dot 

B. Short answer type questions: 

1. What do you know about’ Floating end -of- line hyphen. 

Ans: the part in the first line is accompanied by a hyphen (-) to show that the words are 

broken. This hyphen is called floating end- of – line hyphen. 

2. What is mail Merge? 

Ans: A system for automatically generating pre- addressed forms, letters, envelopes or 

labels by combining a database of names and addresses with document is known as Mail 

Merge. 

3. How can you change font size? 

Ans:        1. Select the line or words whose size is to be changed. 

2. in the font group on Home tab, click on size and suppose you select 18 from this 

drop- down list. Now the point’s size of the selected matter changes to 18 points. 

 

C. Long answer type questions: 

1. Write a note on ‘Hyphenation’. 

Ans: While typing, the cursor reaches the end of line and the word at the end of the line 

suddenly breaks and the broken portion goes to the next line. These two parts of a word 

appears in two different lines.  The part in the first line is accompanied by a hyphen (-) to 

show that the words are broken. This hyphen is called floating end- of – line hyphen. You 

may even remove this hyphen and move the complete word to next line as a result of which 

the remaining space at the end of the line is distributed equally among all words of the line. 

2. How can we delete a row from a table? Write steps? 

Ans: page number 35 Deleting Rows (Steps 1 to 4) 

D. Multiple choice questions: 

1. (b) Line spacing 

2. (a) Tab 

3. (b) Tab 

E. True or False 

Home work 

 

NB:  1.  E is a home work. 

2. Kindly write the notes and homework in your note Book. 

 

 

Stay Home Stay Safe 


