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PART-B: DIGITAL DOCUMENTATION

SECTION A – MCQs

1. Which of the following is a word processing software?
a) LibreOffice Writer
b) MS Excel
c) Scratch
d) PowerPoint

2. What is the default file extension of LibreOffice Writer?
a) .xls
b) .odt
c) .doc
d) .txt

3. Which toolbar contains tools like Bold, Italic and Underline?
a) Standard Toolbar
b) Formatting Toolbar
c) Drawing Toolbar
d) Table Toolbar

5. The process of combining multiple documents into one is called:
a) Editing
b) Merging
c) Formatting
d) Aligning

6. Which of the following is NOT a text alignment option?
a) Left
b) Right
c) Justify
d) Mirror

7. Header appears on the ________ of the page.
a) bottom
b) left
c) top
d) center only

8. Which menu is used to insert a table in Writer?
a) File
b) Insert
c) Tools
d) Format

9. Shortcut for Undo is:
a) Ctrl + Z
b) Ctrl + U
c) Ctrl + N
d) Ctrl + E

10. A collection of predefined text and formatting saved as a reusable item is called:
a) Style
b) Template
c) Document
d) AutoText


SECTION B - VERY SHORT ANSWER QUESTIONS (1 mark each)
1. What is digital documentation?
2. Name any two word processing software.
3. Which tool is used to check spelling and grammar in a document?
4. What is the default extension of a LibreOffice Writer document?
5. What is a template?
6. Define the term “Styles” in Writer.
7. Which key combination is used to copy text?
8. What is the use of Header and Footer?

SECTION C – SHORT ANSWER QUESTIONS (2 marks each)
9. Differentiate between Save and Save As.
10. What is Mail Merge? Write one use.
11. Write two advantages of using Styles in a document.
12. What is the purpose of a table in a digital document?
13. Write steps to insert an image in LibreOffice Writer.
14. What is Find and Replace? Give one example.
15. What are Page Margins?
16. Define the term “Footnotes and Endnotes”.



SECTION D – APPLICATION-BASED QUESTIONS (4 marks each)
17. Riya wants to create a project report with uniform headings and subheadings. Suggest
 how she can use Styles.
18. Write steps to create a Bulleted List and a Numbered List in Writer.
19. Explain the steps to perform Mail Merge using LibreOffice Writer.
20. Write steps to insert and format a table showing student marks.
21. Describe any three-page formatting options available in Writer.
22. Create a document on “The Importance of Healthy Eating” with title, image, bullets, style, and page numbers.
23. Explain complete steps to create and send a circular using Mail Merge.
24. Design a document with header, footer, table, and numbered list on “Good Study Habits”.
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