Ch-6 Writer-Table and Mail Merge
Textual Exercise

A. Tick the correct answer.

i is used for controlling the position of the text.

a. Ruler b. Tab c. Columns

20 e, refers to the intersection of a row and a columns in the table.

a. Record b. Cell c. Label

3. By default, Writer aligns your table text to the ... inside each cell.

a. Center b. Right

oo spacing is the space be ag in the document.
a. Line b. Paragraph

D is used to produce a

a. Mail Merge

B. Write ‘T’ for true and ‘F’ for

hWNPR

D. Differentiate between th
1. AutoCorrect: Autocorrect feature corrects common spelling errors and also corrects errors in

N hRwWwNE

Writer is a popular word proce
Table consists of

You cannot ins
You cannot ad
Mail merge is u

tting that you apply to text.
ith a period.

Data Source ains the na
document.
Sidebar consist of f ecks, each corresponding icons on the right of it.
following.

capitalization.

AutoFormat: Autoformat automatically creates symbols, fractions and ordinal numbers. For

example when you type the fraction 1 / 2, it automatically changes to %.

Merge Cell: Merge cell is used to combine two or more cells in a table to create one large cell.
Split Cell: Split cell is used to split one cell into two or more cells in our table to create more

than one section.
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Extra Questions
1. Write the name of two font styles.
Ans. Bold & Italic
2. What is the default page orientation of Writer document.
Ans. Portrait

3. What is the shortcut key for spell checking?

Ans. F7

4. Which items are placed at the end of a do
Ans. End Note

5. Write the name of process of re
Ans. Cropping

6. What we called the space left een the marginand t

Ans. Indentation

7. Write the short saving ent of Writer.
Ans. Ctrl +S

8. Which bar is usu cated below the Tit i tegorized options?
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