
Computer Applications 

OPEN OFFICE WRITERI,II,III 
CLASS IX 

Q1.Fill in the Blanks. 
 

1.The shortcut key to select the entire document is ______ 
2. _______________ menu contains the Change Case option.  
3. ____________is  the distance between the written text and the edge of the paper. 

4. Bullets and Numbering option is present on the ________________ Toolbar. 
5. ______________ is the keyword present on the Status Bar if you want to insert text between 

the existing text. 
6. ________________ feature automatically adjusts the text in the next line, if it does not fit in the 
current line. 

8.The general arrangement and appearance of text is known as _____________ 
9. _______________ toolbar contains the non-printing characters 

10. _______________feature allows a word processor to send a similar piece of text to multiple 

users. ._____________________ and ________________ are its two documents. 

11. _________________ toolbar is located just below the title bar. 
12. _____________________ toolbar contains the Spelling and Grammar option 

13.________________feature, when activated,helps us to know more about Writer and its 

commands. 

14._______________ and ______________ are  two examples of open source word processors. 

15.________________, _______________ , _____________and _______________ are non-

printing characters and their symbols. 

16. ______________ and ___________ are the two types of orientation. 

17.__________________ is the shortcut to add a table to a document. 

18. __________________ is the hard copy of a document. 

19.___________________ is the soft copy of a document. 

20.________________ is the extension of a word file and _______________ is the extension of a 

writer file. 

21.____________________ is the the shortcut for spelling and grammar option. 

22.________________ is the toolbar containing the spelling and grammar option. 

23._______________,_________________ ,____________and ___________________ are the 

four types of alignments in Writer. 

24.__________,_______________ and ________________ are the three types of lists in Writer. 

25._________________ is combining multiple cells in a table. 

26.________________________ the dividing of cells in a table. 

27.______________________ tool copies the formatting effects from an object to another object. 

28.The ____________________ feature automates the process of search as wella s replacement 

of text. 

29.The feature of inbuilt dictionaries in Writer is seen on the ________________ bar/ 

30.________________, _____________ and _____________ are the three graphic illustrations in 

Writer. 

31._______________,__________________ and _____________ are the three types of text 

formatting in writer. 

32.________________,________________  ,_____________ and _________________ are the 

four types of case Conversion in Writer. 

 

 



Q II. Answer the questions. 

1. Write two different ways to open a new document. 

2. Write the three ways to draw a table in a document. 

3. Name the two documents used in mail merge. 

4. Write the steps to close a document. 

     5.   Write the steps to print a document. 

     6. Write the steps to add the chapter name at the top of every page of a document.      

     7. Write the steps to open anexisting document in Writer. 

     8. Write the steps to add page numbers at the bottom pf each page. 

    9.Write the steps to convert a table to text. 

   10.Write the steps to convert text to a table.    

 

Q  III. Write the shortcuts used for the following in Open Office:       

     (a) To select the entire text in the document 

     (b)To copy the selected text 

     (c)To cut a selected word. 

     (d) To paste the selected text 

     (e)To search for a specific word in a document. 

     (f) To open a new dovument 

     (g)To open an existing document. 

     (h) To search for a word. 

 

8. Name the features Anita should use to create the following chart.     

 

NAME FORMULAE 

radius 3.14*r
2 

Aluminium Hydroxide Al(OH)3 

 

 

9. Dhruv  wants to design the poster as shown below. Identify the various features which 

he must use to design the poster in OPEN OFFICE WRITER.       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
1. PAINTING 

2. DANCING 

 HIP HOP 

 JAZZ 

3. HEATRE 
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