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e Following figure shows a text document formatted using a word processing
software.Elements formatted are labeled A to E.
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l Themes and styles
Video provides a POWERFUL way to help you prove your point. When you click To make ',.rc:ur}>

document look professionally produced, Word provides header, cover page, header, and

sidebar. Click Insert and then choose the elements you different galleries page, and text box

designs that complement each other. For example,

* Word with new buttons that show up where you need them. To change the

* Your document, click it and a button for layout options appears next to it
Table, click where you want to add a row or a column, and then click the plus

E sign.

= Reading is easier, too, in the new Reading view. You can collapse parts of the
Focus on the text you want. If you need to stop reading before you

Themes and styles alshelp keep your document coordinated. When you click

choose a new Theme, the pictures, charts, and SmartArt graphics

theme. When you apply styles, your headings change to match the new theme.
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Write down how you could complete following tasks using the necessary tools
from those labeled in following figure.Write the relevant tool number(s) in front
of the question number.

Center,bold,change font size to 30 of the document title shown by label A
Format text shown by label B to Capital letters.

Justify the paragraph shown by label C.

Make the word shown by label D as a hyperlink.

Insert a bulleted list shown by label E.
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