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Grade 10 | Word Processing Software | Essay Paper 
 

1. A document was created with a word processing software and it was formatted as indicated by numbers 

1 to 4 below.           (2016) 

Before formatting After formatting 

Green IT 

Green IT is the study and practice of 

environmentally sustainable computing or IT. 

Some of the green IT approaches includes: 

Product longevity 

Materials recycling 

Source: https://en.wikipedia.org/wiki/Green_computing 

Green IT 

Green IT is the study and practice of 

environmentally sustainable computing or IT. 

Some of the green IT approaches includes: 

 Product longevity 

 Materials recycling 

Source: https://en.wikipedia.org/wiki/Green_computing 

 

  Some formatting tools available in a Word Processing software are shown below with labels A to N. 

 

Identify the tool(s) used for the formatting tasks indicated by the numbers 1 to 4. Write down the number 

assigned to the formatting task and the relevant label(s) of the tool(s). 

(Note: No marks will be given if more formatting tools than necessary are given in your answer.) 

 

2. The document given below was created using a Word Processing software and it was formatted as 

indicated by labels 1 to 4. Assume that the font size of the document has not been changed. (2017) 

 

Some formatting tools available in Word processing software are shown below with labels A - N. 

Identify the tool used by each of the formatting tasks indicated by the labels 1 to 4. Write down the number 

assigned to the formatting tasks 1 to 4 and the relevant label of the tool. (Note: No marks will be awarded if 

more formatting tools than necessary are given in your answer. 
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3. Consider the following phrase before and after formatting using word processing software:  

(Assume that the font size of the phrase has not been changed.)     (2018) 
 

 Before formatting   Essential 21st Century Skills for Today’s Students 

 After formatting   Essential 21st Century Skills for Today’s Students 

Write down the word processing software tools required for the above formatting. 

 

4. Some formatting done to a word-processed text is shown below:     (2019) 

 

Following are some tools of a word processing software:  

 

Identify the formatting tools, indicated by the labels P - V required to do the formatting tasks indicated 

by the labels A - D. Write down the label of each formatting task and its matching tool icon label. 

 

5.  Segment of  a  word-processed  text document  is  shown  be low  with  some  formatting  done. 

           (2020) 

 

   Following are the icons of some formatting tools in a word processing software: 

 

Identify the icons of formatting tools, ‘indicated by the labels P - V which are required to do the 

formatting tasks indicated by the labels 1 - 4. Write down the label of each formatting task 1 - 4 and its 

matching icon label of the formatting tool.  

 


