e command is present i
\/f{)n Editing

rtcu :by’ Find option is
rl + F | (b) Ctrl +S

command is used to move to a page or line.

(@) Find (b) Move A GoTo
- To use Find and Replace command, you will click tab. ;
(a) Insert Home (c) Format
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" choose the correct option and write in the space provided.

1. To usg Spelling and Grammar check, click tab.
Review (b) Insert (c) Home

2. Shortcut keys to use Thesaurus is

@) Alt+F7 (b) Ctrl + F7 e Shift + F7.

3. allows you to move from one page to another page.
(a) Footnote Hyperlink (c) Comment
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pelling mistake  Insert Thesaurus

is a list of words with Synonyms and antonyms,

rds with same meaning are called W
A red vy line in your text indicates Wﬂﬁ.@k( =
You can apply drop cap by clicking Tagevk C—tab. e

The shortcut to use Spelling and Grammar check is %

m‘lorwut to use Replace command is

Tick () the correct and Cross (X) the wrong ones.
You cannot insert a Hyperlink in a document. X >
Find and Replace command is present in Home Tab./ i

/

=
—

A green wavy line indicates a grammatical mistake in a document, —

You can apply column formatting by clicking Insert tab. >
To use Thesaurus, you will click Review tab.\/
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s SRS S Srammar command on any saveq document

the icons of the following :
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