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1. Define the term word processing.

Word processing is the most frequently used computer application. Word processing was developed as specialised applications on mainframe computers during the 1970s. These applications evolved from text-based editors used by programmers and computer professionals. The introduction of microprocessors and the ability to place intelligent devices on the desks of workers at reasonable cost led to the introduction of machines dedicated to "word processing". Typists primarily used these, to whom other workers sent handwritten notes or voice recordings which had to be transcribed into documents that could be printed and returned for reviewing. Word processing operators achieved considerable time savings because of:

· the faster typing speeds achieved on the electronic keyboards; and
· the use of the word processing software for task[image: ]s, such as layout and spell checking.

2. List the steps you will follow to apply automatic hyphenation to a document.

1. Ensure that no text is selected.
2. Move the insertion point to the beginning of the piece of text / document.
3. On the Layout tab, in the Page Setup group, click Hyphenation and then select Automatic.

3. List the steps to save an existing document with another name.

1. Select the File tab  Save As.
2. The Save As screen will be displayed.
3. Click the Browse button. The Save As dialog box will open. Navigate to the appropriate location to store the document.
4. Enter the new file name for the document in the File name box.
5. Select Save.

4. What happens to selected text when you start typing?

Selected text will be deleted and replaced by new text.

5. How will you change the margins of a document?

1. Display the relevant document.
2. Select the Layout tab.
3. Click the Margins button in the Page Setup group.
4. Change the Margin measurements by clicking one of the available options.
5. [bookmark: _GoBack]Alternatively, click Custom Margins to enter your own margin settings.
6. The Page Setup dialog box will open.
7. Enter settings for the top, bottom, left and right margins.
8. Click OK.

6. How will you insert the © symbol in a document?

1. Place the cursor where you want to insert the © symbol. Select the Insert tab.
2. From the Symbols group, click the Symbol command and then click More Symbols. The Symbol dialog box will open.
3. On the Symbols tab, select the normal text option from the Font drop-down list.
4. Use the scroll bar to locate the © symbol. Select the © symbol.
5. Select Insert.
6. Select Close.


7. How will you change the page orientation of a document?

1. Ensure the relevant document is displayed.
1. Select the Layout tab.
1. Select the Orientation button in the Page Setup group.
1. Change the orientation to Portrait or Landscape.

8. What is text wrapping?

Text wrapping refers to the way text is manipulated to display an object. When an image or picture is inserted, the wrapping style is usually In Line with Text. If the wrapping style is In Line with Text, an object can be difficult to move. Change the wrapping style so that the object can be moved freely. When a drawn object is inserted, the default wrapping style is In Front of Text. When the object is selected, handles will appear around the object.

9. Describe one method of moving text in a document.

1. Select the text you want to move. Remember to include the blank line following the paragraph.
2. Select the Cut button on the Home tab in the Clipboard group.
3. Position the insertion point where you want to move the text to.
4. Click the Paste button on the Home tab in the Clipboard group.

10. How will you change the border width of a table?

1. Place the cursor in the paragraph to be formatted or select the text.
2. Select the Border drop-down list from the Home tab in the Paragraph group.
3. Select Borders and Shading from the menu to open the Borders and Shading dialog box.
4. Select a border width.
5. Ensure Paragraph is selected in the Apply to box.
6. Click OK.
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