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1. (a) What is the function of the following combination of keys? (8 marks)  (i) CTRL + A.  
(ii) CTRL + Page Up.  
(iii) CTRL + Home.  
(iv) CTRL + B  	 
(v) CTRL + E  
(vi) CTRL + Z  	 
(vii) CTRL + F  
(viii) CTRL + SHIFT + HOME  
 
2. Explain the role/use of the following features in a word processor: (4 marks)  (a) Find and Replace. 
  
(b) Undo and Redo.  
 
(c) Thesaurus.  
 
(d) AutoCorrect.  
 
3. Differentiate between bolding and highlighting text. (4 marks)  
 
 
4. (a) Name and explain the use of any three buttons found in a Spell-check dialog box. (6 marks) 
 
 
 
 
 
 
 
 
  
(b) List the steps that you would use to correct wrongly-spelled words in a document using the spell-checking feature. (3 marks)  
 
 
 
 
 
 
5. Clearly explain the meaning of the following terms as used in word processing:  (a) Blocking text. (1 mark)  
 
(b) Word wrap. (1 mark)  
 
(c) Italicizing text. (1 mark)  
 
(d) Page Break. (2 marks)  
 
 
(e) Header. (2 marks) 
 
  
(f) Footer. (1 mark)  
 
 
(g) Footnote. (1 mark)  
 
 
(h) Indenting. (2 marks)  
 
(i) Alignment. (2 marks)  
 
(j) Scrolling. (1 mark)  
 
 
(k) Wildcard. (1 mark)  
 
 
 
6. (a) What is document formatting? (1 mark)  
 
 
 
(b) Give any five document formatting features. (5 marks)  
 
 
 
 
 
(c) Differentiate between ‘Superscript’ and ‘Subscript’ font. (2 marks)  
 
 
 
 
(d) State one function of Drop Cap in a document. (1 mark) 
 
 
 
  
7. (a) Explain the importance of Page numbers in a document. (1 mark)  
 
 
 
 
(b) Explain how you can give different page numbering styles to different pages in a multipage document. (1 mark)  
 
 
 
 
8. (a) Distinguish between Copying and Moving text. (2 marks)  
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