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CLASS – IX                                                        INFORMATION TECHNOLOGY                                                   

Learn the following question answers and write in CW 

 

1. Write a methods to select a text? 

Press and hold down the left button of your mouse, then drag the cursor , to  

the right of words to be selected and then release the left mouse button.  

OR 

Text can be selected using shift + arrow keys 

OR 

To select just a single word, you need to double click on it. 

 

2. What are the editing options? 

a) Cut,  b)copy,  c) paste,  d) find &replace 

 

3. How are spelling mistakes highlighted by word processor 

Word processor highlights the spelling mistakes by wavy red line . 

 

4. How are grammetical mistakes highlighted by word processor 

Word processor highlights the spelling mistakes by wavy green line . 

5. Write the steps to use Check Spelling/Grammar Feature? 
Check Spelling Feature is a feature in MS Word that automatically checks the spellings & 

grammar and helps the users to create flawless documents. 

Steps to use Check Spelling/Grammar Feature 
1.     Click on the Review tab on the Ribbon. 

2.     Click on the option Spelling & Grammar in the Proofing group. 

3.     The Spelling & Grammar dialog box appears. 

4.     The suggestions of correct spellings are shown in the box. 

OR 
1.     Position the cursor on the misspelt word. 

2.     Right-click the mouse. 

3.     A pop-up menu box appears. 

4.     The correct spelled word is shown on the top of the box and the spelling will be corrected 

automatically in the text. 

OR 
Short Cut :- Press F7 key 

 

6. What is the use of Thesaurus option in word? 
A word processor helps us to look up synonyms and antonyms in the thesaurus option. 

 

 

 

7.  Write the steps to use the Thesaurus option? 
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1.     Select the word 

2.     Click on the Review tab 

3.     Click on Thesaurus option in the proofing group 

4.     A box opens up on the right side of the screen. This is called Research task pane. It 

contains the synonyms and antonyms of the selected word. 

5.     Right click on the selected word and click in Insert. It will replace the original word. 

8. What is the difference between Copy and Paste option and Cut and Paste Option ? 
Copy and Paste:- The original set of text remains where it was and it is also pasted to another 

place in the document. 

Cut and Paste:- The original set of texts gets deleted and it pasted to another place in the 

document. 

 

9. What is clipboard? 
 The clipboard is a temporary short-term data storage area in your computer where the text is 

temporarily placed. 

 

10.  Write the steps to Cut-Paste and Copy-Paste? 

Steps to Cut-Paste are as follows:- 
1.     Select the word that is to be copied. 

2.     Right click the mouse anywhere on the selected text. A pop-up menu appears. Click on 

Cut. 

3.     Click at the position where you want to paste the text. 

4.     Right-click, then click paste from the pop-up menu. 

The selected text is copied to the new location. 

 

Steps to Copy-Paste are as follows:- 
1.     Select the word that is to be copied. 

2.     Right click the mouse anywhere on the selected text. A pop-up menu appears. Click on 

Copy. 

3.     Click at the position where you want to paste the text. 

4.     Right-click, then click paste from the pop-up menu. 

The selected text is copied to the new location. 

 

11.  What is the use of Find and Replace Feature of word processor. 
Find and Replace feature helps us to find all the occurrences of a specific word or group of 

words in a document and also replace them with a new word or a group of words. 

 

12.  Write the steps to Find and Replace Feature? 

Steps to use Find and Replace Feature are as follows: 
1.     Click Find in the Home tab, Editing group. 

2.     A Find and Replace dialog box appears. 

3.     To just find the word, click Find. Enter text you want to search in the Find what box, click 

Find Next. To find all the occurrences of the word, click Find in, then click Main document. 

4.     To find and replace, click Replace tab. Enter text to find in Find what. Enter text to replace 

in Replace with. 

5.     Choose the action to be taken by clicking on – Replace, Replace All. 

 


