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MS Word: Working With Graphics  

Difficult words:- 

1. Locally  
2. Formerly 
3. Graphical 
4. Illustration 
5. Navigation 
6. Resizing 
7. Compresses 
8. Requirements 
9. Through 
10. Primarily 
11. Unwanted 
12. Applying 
13. Equation 
14. Enhance 
15. Decorative 

  

 

 



 



C. Answer the following questions:- 

1. Name any four types of shapes available in the shapes tool. 

Ans. The name of four types of shapes available in the shapes 

tool are:- Lines, Rectangles, basic shapes, block arrow e.t.c. 

2. Name any three groups in which various tools are available 

for image editing. 

Ans. The name of any three groups in which various tools are 

available for image editing are- size group, picture style group, 

illustration group. 

3. What is Clipart? 

Ans. Clipart is a group of illustration, photographs, videos and 

audios that can be inserted into a document. 

4. How can we rotate an image in a document? 



Ans. The steps to rotate the picture are:- 

Step 1. Select the picture. A rotating icon appear at the center of 

top side of the picture. 

Step 2. Click and drag the rotation button in the direction that 

we want to rotate the shape. 

Step 3. Release the mouse. The picture is rotated. 

5. Distinguish between Resizing an image and cropping an 

image. 

Ans.  Resizing is used to change the size of a picture. 

Crop is used to delete the unwanted part of a picture. 

 

 

 


