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Chapter 6t
Microsoft Word (Part-4)
Que:1 Fill in the blanks:

1. key is used to move the cursor in the next adjoining cell of a table.

a) Ctrl b) Shift c) Tab d) Home

2. The table button is present on the tab.

a) Home b) Layout c) Insert d) View

3. We can change the width of a column by selecting the button in the Table Group.
a) Select b) View Gridlines c) Properties d) None of these
4. A consists of a number of columns and rows.

a) Document b) Table c) View d) Data

5A is an intersection of columns and rows.

a) Cell b) Table c) View d) Data

Que:2 Very Short Answer Type Questions.

Q:1 Which key is used to move the cursor to the next cell in a table?
Ans: Tab

Q:2 Intersection of a column and row is called?

Ans: Cell

Q:3 Which group of Layout tab contains the split cells option?

Ans: Merge

Q:4 Which option can be used to join two or more cells?

Ans: Merge Cells
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Que:3 Fill in the blanks:
l. provides a convenient way of writing data in rows and columns.

Il. Create table options are available in the Tables group of tab
I, a cell means to divide a cell into two or more cells.
IV. We can change the size of rows, columns and using the Properties button.
Ans: |. Table 1. Insert I11. Splitting IV. Cells
Que:4 Short Answer Type Questions: Column

Q:1 Define table. -
Ans: Tables are an easy way to write data in rows and columns. |
Tables are often used to present data in the organized form. The table

is made up of a combination of rows and columns.

Row

| nsert | pageloyout  References

. . o . | = B8 @
Q:2 Write the name of options for inserting a table in Word document? e e DD =TT,

Ans: Following are the different ways to insert a table into a Word document: “EErmooooal
e Using the Table button 00
e Using the Insert Table... option

[
e Using the Draw Table option e
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Q:3 What is the use of Split Cells option? Cell
Ans: Splitting a cell in a table means dividing it into two or more cells. The [
option to split the cell is available in the Layout tab of Table Tools. ‘|}
wmﬁEEw[iI:]
Q:4 What is the use of Merged Cells option? :I:]
Ans: Merge cell means to combine two or more cells in a table to form a
single cell. The option to merge cells is available in the Layout tab of Table ‘-E-l’
Tools. [ ]

Q:5 How will you enter data in Table Cells?

Ans: Click on the cell in which you want to enter data. Now type the data in the cell. Use the Tab key
or the Right Arrow key to move to the next cell of the table. Similarly, use Shift + Tab keys or Left
Arrow to move from any cell to the previous cell.

After
Merging Cells

Que:5 Long Answer Type Questions:
Q:1 How do you insert a table in your document? Explain any method briefly.
Ans: There are several ways to insert a table into a document. Following is an easy way to insert a table
in MS Word document:
1. Click on the Table button in the Insert tab.
2. Click on the Insert Table... option from the drop-down menu.
3. The Insert Table dialog box appears.
4. Enter the number of columns and rows as required.
5. Click the OK button
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Q:2 Explain Properties button in Layout Tab?

Ans: When we click on a table in the Word
document, Layout tab will appear. Now click on the
Properties button that is available in the Table
group. It opens a dialog box. Using this dialog box,

Table Properties

Table
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el Alt Text
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we can perform the following main tasks on the
tab I es: Indent from left:
e Set the alignment of the table El% ié EEE o S
e Change the height of the table rows P —————
e Change the width of the table columns Text wrappin
e We can change the size of cells etc. —
) o || =
None Around Fositioning. ..
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Prepared By: Vikas Kansal (CF, S.U.S. Govt. Sen. Sec. School (Girls), Sunam Udham Singh Wala) Page No: 4

(Please Visit http://cspunjab.nirmancampus.co.in for more computer science contents)




