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1 Introduction to Word Processing

1.1 What is a Document?

� What It Is: A paper with written contents. The process of preparing a document is called documen-
tation.

� Why It Matters: Documents like letters, reports, theses, and legal papers help preserve information
and serve as evidence for a longer period.

� How It Works (Analogy): Imagine telling your friend a long story. They might forget details
tomorrow. But if you write it down (document it), it is saved forever!

� Evolution of Typing: Manual typewriters → Electronic typewriters → Computer Word Processors
(like LibreOffice Writer).

1.2 What is Word Processing?

� What It Is: The use of computer software to enter, edit, format, store, retrieve, and print a document.

� Why It Matters: It eliminates the struggle of manual typewriters (where one error meant retyping
the whole page!) and allows easy formatting and multiple copies.

� How It Works: You type text on a keyboard, see it on a screen in a GUI (Graphical User Interface)
exactly as it will print (WYSIWYG - What You See Is What You Get), and save it digitally.

Common Mistake

. A typist on a typewriter had to hit the space bar multiple times to align text. In a word processor,
this is not required as automated formatting features (like tabs and alignment) are available.

2 Getting Started with LibreOffice Writer

2.1 What is LibreOffice?

� What It Is: A free and open-source software (FOSS) office productivity suite.

� Why It Matters: You do not have to pay for it, it runs on Windows, Mac, and Linux, and it supports
the Open Document Format (ODF) for publishing.

� How It Works: Just like MS Office has Word, Excel, and PowerPoint, LibreOffice has Writer (word
processing), Calc (spreadsheets), and Impress (presentations).
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2.2 Starting LibreOffice Writer

ù Shortcut: Ctrl + N creates a new text document once LibreOffice is open.

To open LibreOffice, you can double-click the shortcut on the desktop, use the Start menu in Windows, or
search for ”Writer” in Ubuntu Linux. Documents are saved with the .odt extension by default.

2.3 Parts of the Writer Window

� Title Bar: At the top, shows the document’s name (e.g., ”Untitled 1” if not saved).

� Menu Bar: Contains menus like File, Edit, View, Insert, etc.

� Standard Toolbar: Icons for saving, opening, printing, etc.

� Formatting Toolbar: Icons for styling text (bold, colors, size).

� Status Bar: Located at the bottom left; shows page number, word count, and zoom level.

3 Editing a Document

3.1 Text Cursor Movement

� What It Is: The text cursor is the flashing vertical line where your typed text will appear.

� Why It Matters: Controlling the cursor allows you to quickly edit any part of the document without
deleting text.

� How It Works: Use arrow keys to move character by character. Use Home to jump to the beginning of
the line, and End for the end of the line. Press Ctrl + Home to go to the very start of the document!

3.2 Selecting Text

To Select... Action

A single word Double-click on it
A complete sentence Triple-click anywhere in the sentence
A complete paragraph Quadruple-click (four times)
The entire document Press Ctrl + A

Non-consecutive text Hold Ctrl while selecting with the mouse

3.3 Undo and Redo

� Undo (Ctrl + Z): Erases the last change you made.

� Redo (Ctrl + Y): Reverses the Undo action.
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3.4 Copy and Paste vs. Cut and Paste

� Copy & Paste (Ctrl + C, then Ctrl + V): Duplicates the text. The original stays.

� Cut & Paste (Ctrl + X, then Ctrl + V): Moves the text. The original is deleted from its first
location.

3.5 Find and Replace

� What It Is: A tool to search for specific text and replace it with something else.

� Why It Matters: Imagine writing a 50-page report and realizing you misspelled the principal’s name
100 times. This tool fixes it in one click!

� How It Works: Press Ctrl + H, type the wrong word in ”Find”, the right word in ”Replace”, and
click ”Replace All”.

3.6 Checking Spelling and Grammar

¥ Color Codes: Red Wavy Line: Spelling mistake. Blue Wavy Line: Grammatical error.

Right-click on the underlined word to see suggestions. Press F7 to run a full document check.

Synonyms & Thesaurus

[ To find words with similar meanings, right-click a word and select Synonyms. A thesaurus helps
improve vocabulary!

4 Formatting a Document

4.1 Page Formatting

� Page Size & Margins: By default, Writer uses A4 size. Margins are the empty spaces around the
edges of the page.

� Orientation: Portrait (taller than it is wide) or Landscape (wider than it is tall).

� Page Break: Press Ctrl + Return (Enter) to forcefully jump to a new page.
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4.2 Paragraph Formatting

Alignment Shortcut Description

Left Align Ctrl + L Text lines up on the left margin (Default).
Center Align Ctrl + E Text is centered. Great for titles!
Right Align Ctrl + R Text lines up on the right margin.
Justified Ctrl + J Both left and right margins are perfectly straight.

You can also apply Indentation (shifting the paragraph away from the margin) or divide the page into
Columns (like a newspaper).

4.3 Character Formatting

� Font Styles: Bold (Ctrl + B), Italic (Ctrl + I), Underline (Ctrl + U).

� Change Case: Convert text to UPPERCASE, lowercase, Sentence case, or tOGGLE cASE.

� Superscript & Subscript: Use Superscript for 10th and Subscript for H2O.

4.4 Headers and Footers

� What They Are: Text that repeats at the top (Header) or bottom (Footer) of every page.

� Why They Matter: Perfect for page numbers, chapter titles, or author names.

5 Working with Tables

5.1 Creating and Managing Tables

� What It Is: A grid of rows and columns used to organize data (like a timetable).

� How It Works: Click the Table icon, or use Ctrl + F12.

� Merging Cells: Combining two or more adjacent cells into one large cell.

� Splitting Cells: Dividing one cell into multiple smaller rows or columns.

O Pro Tip: You can add background colors and borders to specific cells or the entire table via ‘Table
Properties‘ to make your data pop!
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6 Inserting Objects & Printing

6.1 Images and Special Characters

� Images: Go to Insert → Image to add pictures.

� Special Characters: Use Insert → Special Character to add symbols not on your keyboard,
like ©, ¿, or mathematical symbols.

� Shapes: Add lines, arrows, and stars using Insert → Shape.

6.2 Printing (Ctrl + P)

Always Preview!

¦ Before wasting ink and paper, always check Print Preview (Ctrl + Shift + O) to see exactly
how the page will look when printed.

7 Mail Merge

7.1 What is Mail Merge?

� What It Is: A tool used to send the same letter or invitation to multiple people with personalized
details (like their name and address).

� Why It Matters: It saves hundreds of hours! Instead of typing 50 separate letters, you type one
template and merge it with a list of names.

7.2 The Two Components

1. Main Document: The template letter containing the common text and placeholders (like <First

Name>).

2. Data Source: The database or list (like a spreadsheet) containing the unique information (names,
addresses) of all recipients.

# How To Do It: Use the Mail Merge Wizard (Tools → Mail Merge Wizard). Select the
starting document → Select document type (Letter) → Insert address block → Create salutation →
Merge and Print!
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8 Comprehensive Question Bank

8.1 Multiple Choice Questions (MCQs)

1. Which of the following is NOT an office suite?

(A) LibreOffice (B) MS Office (C) Google Chrome (D) OpenOffice

Answer: (C) Google Chrome Explanation: Google Chrome is a web browser. The others are office
productivity suites.

2. What is the default file extension for LibreOffice Writer?

(A) .doc (B) .odt (C) .txt (D) .pdf

Answer: (B) .odt Explanation: Writer saves files in the Open Document Text (.odt) format.

3. What shortcut key combination selects the entire document?

(A) Ctrl + S (B) Ctrl + X (C) Ctrl + A (D) Ctrl + V

Answer: (C) Ctrl + A Explanation: ’A’ stands for ’All’.

4. A wavy red line under a word indicates:

(A) Grammatical error (B) Spelling error (C) Formatting error (D) Synonym available

Answer: (B) Spelling error Explanation: Writer uses a red wavy line for spelling and a blue wavy line
for grammar.

5. The feature used to search for a word and swap it with another is:

(A) Spell Check (B) Find & Replace (C) Mail Merge (D) Thesaurus

Answer: (B) Find & Replace Explanation: Accessed via Ctrl+H, it finds text and replaces it auto-
matically.

6. Which alignment makes both left and right edges perfectly even?

(A) Left (B) Center (C) Right (D) Justified

Answer: (D) Justified Explanation: Justify (Ctrl+J) adds spaces between words to align both margins.

7. To type H2O, the ’2’ must be formatted as:

(A) Superscript (B) Subscript (C) Strikethrough (D) Bold

Answer: (B) Subscript Explanation: Subscript lowers the text below the baseline.

8. The two main components of Mail Merge are the Data Source and the:
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(A) Form Letter (B) Main Document (C) Address Block (D) Output File

Answer: (B) Main Document Explanation: Mail Merge combines the Main Document with the Data
Source.

9. What is the shortcut key to Undo an action?

(A) Ctrl + U (B) Ctrl + Y (C) Ctrl + Z (D) Ctrl + R

Answer: (C) Ctrl + Z Explanation: Ctrl+Z undoes the last action, while Ctrl+Y redoes it.

10. What does WYSIWYG stand for?

(A) What You See Is What You Get

(B) Where You See Is Where You Go

(C) What You Save Is What You Get

(D) When You See Is When You Get

Answer: (A) What You See Is What You Get Explanation: It means the document on screen looks
exactly as it will print.

11. To quickly jump to the end of a document, press:

(A) End (B) Page Down (C) Ctrl + End (D) Shift + End

Answer: (C) Ctrl + End Explanation: ’End’ alone jumps to the end of the current line.

12. A footer is always located at the:

(A) Top margin (B) Left margin (C) Bottom margin (D) Right margin

Answer: (C) Bottom margin Explanation: Headers are at the top, footers are at the bottom.

13. Combining multiple cells into a single larger cell is called:

(A) Splitting (B) Merging (C) Joining (D) Grouping

Answer: (B) Merging Explanation: Merging cells is commonly used for creating table titles.

14. Which orientation prints the page wider than it is tall?

(A) Portrait (B) Landscape (C) Vertical (D) Horizontal

Answer: (B) Landscape Explanation: Portrait is tall, Landscape is wide.

15. The list of synonyms and antonyms in a word processor is called:

(A) Dictionary (B) Encyclopedia (C) Glossary (D) Thesaurus

Answer: (D) Thesaurus Explanation: A thesaurus provides alternative words with similar meanings.
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8.2 Assertion-Reasoning Questions

1. Assertion (A): LibreOffice Writer is an example of Free and Open Source Software (FOSS).
Reason (R): FOSS can be downloaded freely and its source code is accessible to anyone.
Answer: Both A and R are true, and R is the correct explanation of A.

2. Assertion (A): In a word processor, you must press the Enter key at the end of every line to move to
the next line.
Reason (R): Word processors have a ”word wrap” feature that automatically moves text to the next
line.
Answer: A is false, but R is true. Word wrap eliminates the need to press Enter at the end of every
line.

3. Assertion (A): The Mail Merge feature saves time when sending personalized letters to multiple
recipients.
Reason (R):Mail Merge automatically combines a single main document with a data source containing
recipient details.
Answer: Both A and R are true, and R is the correct explanation of A.

4. Assertion (A): You cannot insert mathematical symbols like π or
∑

if they are not on the keyboard.
Reason (R): The ”Special Characters” option allows the insertion of symbols not present on the
keyboard.
Answer: A is false, but R is true.

5. Assertion (A): Copying text is different from Cutting text.
Reason (R): Copying duplicates the text while keeping the original, whereas Cutting removes the
original text to move it elsewhere.
Answer: Both A and R are true, and R is the correct explanation of A.

8.3 One-Word / Brief Answer Questions

1. What shortcut key is used to check Spelling and Grammar?
Answer: F7.

2. What is the blinking vertical line on the screen called?
Answer: Text Cursor.

3. Which feature allows you to see how a document will look on paper before actually printing it?
Answer: Print Preview.

4. What is the name of the file that contains the names and addresses for a Mail Merge?
Answer: Data Source.

5. What do you call the process of dividing a single table cell into multiple smaller cells?
Answer: Splitting.

6. Which text alignment is used to center a title on the page?
Answer: Center Alignment.

7. Name the shortcut to justify a paragraph.
Answer: Ctrl + J.

8. What does a wavy blue line under a word signify?
Answer: A grammatical error.
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9. What feature provides words with similar meanings?
Answer: Thesaurus.

10. If a page is taller than it is wide, what is its orientation?
Answer: Portrait.

8.4 Differentiate Between

Word Processor Text Editor

Allows advanced formatting, inserting images, ta-
bles, and spell check. (e.g., LibreOffice Writer)

Used only for typing plain text. Cannot format
text with bold, colors, or images. (e.g., Notepad)

Header Footer

Repeated text that appears at the top margin of
every page.

Repeated text that appears at the bottom mar-
gin of every page.

Cut (Ctrl + X) Copy (Ctrl + C)

Removes the selected text from its original posi-
tion to move it elsewhere.

Duplicates the selected text, leaving the original
text exactly where it is.

Superscript Subscript

Text is smaller and raised slightly above the nor-
mal line (e.g., X2).

Text is smaller and lowered slightly below the
normal line (e.g., H2O).

Merging Cells Splitting Cells

Combining multiple adjacent table cells into one
large cell.

Dividing a single table cell into multiple smaller
rows or columns.

8.5 Short Answer Questions

1. List four features of a word processor.
Answer: Four key features are: (1) Spelling and Grammar check, (2) Inserting objects like images and
tables, (3) Text and paragraph formatting (bold, alignment), and (4) Mail Merge.

2. Why is Print Preview important?
Answer: Print Preview shows exactly how the document will look on physical paper. It is important
because it helps catch layout errors, incorrect margins, or bad page breaks before printing, saving paper
and ink.

3. How do you select non-consecutive text?
Answer: First, select the first piece of text normally. Then, press and hold the Ctrl key while using
the mouse to highlight other separated words or paragraphs.
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4. What is the difference between character and paragraph formatting?
Answer: Character formatting affects individual letters or words (like changing font color or making
text bold). Paragraph formatting affects the entire block of text (like changing alignment, line spacing,
or indentation).

5. What information is typically shown on the Status Bar?
Answer: The Status bar at the bottom of the screen displays the current page number, total page
count, word and character counts, language, and a zoom slider.

6. How do you insert a symbol that is not on your keyboard?
Answer: Go to the Menu bar, select Insert, and click on Special Character. Choose the desired
symbol from the dialog box and click Insert.

7. What are the steps to center-align a paragraph?
Answer: Place the text cursor anywhere inside the paragraph. Then, either click the ’Center Align’
icon on the Formatting Toolbar or press the shortcut key Ctrl + E.

8. What does WYSIWYG mean?
Answer: WYSIWYG stands for ”What You See Is What You Get.” It means that the document
displayed on the computer screen will look exactly the same when it is printed on paper.

9. How do you find a synonym for a word?
Answer: Right-click the word and select ”Synonyms” from the context menu, or use the Thesaurus
tool to find words with similar meanings.

10. What is the purpose of the Find and Replace feature?
Answer: It allows a user to quickly search the entire document for a specific word (Find) and auto-
matically swap it with a different word (Replace), saving time from manual editing.

8.6 Long Answer Questions

1. What are the advantages of using a word processor over a manual typewriter?
Answer: Word processors offer massive advantages over manual typewriters:

� Editing: Errors can be deleted or changed effortlessly without having to retype the entire page.

� Formatting: Users can change font sizes, styles, colors, and alignments instantly.

� Digital Storage: Documents are saved digitally, meaning they can be backed up, emailed, and
retrieved years later without physical degradation.

� Graphics: You can easily insert photos, tables, and shapes.

� Automation: Features like Spell Check automatically fix typos, and Mail Merge automates bulk
letters.

2. Explain the Mail Merge process and its two main components.
Answer: Mail Merge is a feature used to generate multiple personalized documents at once. It combines
a template with a list of data.

� Main Document: This is the template (e.g., an invitation letter) that contains the common
text. It has placeholders (like <Name>) where personalized data will go.

� Data Source: This is a database or list (like a spreadsheet) containing the unique details of
each recipient (names, addresses).
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During the merge, the word processor automatically pulls a name from the Data Source, inserts it
into the placeholder in the Main Document, and prints a personalized letter. It repeats this for every
person in the list.

3. Describe the different types of Paragraph Alignment available in Writer.
Answer: Alignment determines how the edges of a paragraph align with the page margins.

� Left Align (Ctrl+L): Text aligns perfectly flat against the left margin, leaving the right edge
ragged. This is standard for reading.

� Right Align (Ctrl+R): Text aligns flat against the right margin. Often used for dates or
addresses at the top of a letter.

� Center Align (Ctrl+E): Text is placed perfectly in the middle of the line. Best for titles and
headings.

� Justify (Ctrl+J): Text aligns flat against BOTH the left and right margins. The software does
this by adding extra spaces between words. It looks formal, like a newspaper column.

4. Explain the process of creating a table, merging cells, and splitting cells.
Answer: A table organizes data into rows and columns.

� Creating: Go to Table → Insert Table, specify the number of rows and columns, and click
Insert.

� Merging Cells: To combine two or more cells into one large cell, highlight the cells, right-click,
and select Merge Cells. This is often used for creating a main header over multiple columns.

� Splitting Cells: To divide one cell into multiple smaller ones, click inside the cell, right-click,
select Split Cells, and choose how many rows or columns to split it into.

5. What is the difference between Page Formatting and Character Formatting? Give examples.
Answer: They affect different scopes of the document.

� Character Formatting: Alters the appearance of individual text characters. Examples include
changing the font color to red, making a word bold, or changing the font type to Arial.

� Page Formatting: Alters the layout and structure of the entire page. Examples include changing
the orientation from Portrait to Landscape, adjusting the left and right margins, or adding a footer
with page numbers.

8.7 Case-Study / Competency-Based Questions

Case Study 1: Radhika is the secretary of her school’s science club. She needs to send an invitation letter
for the upcoming Science Fair to 150 different schools. The body of the letter is exactly the same, but the
Principal’s name, School Name, and Address will be different for every letter. Her friend suggested she type
out 150 different letters, but Radhika knows there is a better way.

1. Which feature of LibreOffice Writer should Radhika use to solve this problem efficiently?
Answer: Radhika should use the Mail Merge feature.

2. Name the two specific components she needs to create for this feature to work.
Answer: She needs to create a Main Document (the invitation letter template) and a Data Source
(the list of 150 principals and school addresses).
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3. After creating the document, she wants to ensure there are no spelling mistakes. Which shortcut key
should she press?
Answer: She should press F7 to run the Spelling and Grammar check.

4. She wants the title ”INVITATION TO SCIENCE FAIR” to be perfectly in the middle of the page.
Which alignment should she use?
Answer: She should use Center Alignment (Ctrl + E).

Case Study 2: Rohan is typing his chemistry project on ”Water”. He needs to type the chemical formula
for water as H2O. However, when he types it normally, it looks like H2O. He also wants to include a table
showing the boiling and melting points of water, but he forgot to add a row at the top for the title of the
table.

1. Which text formatting effect should Rohan use on the ’2’ in H2O to make it look correct?
Answer: He should use the Subscript effect, which lowers the text below the baseline.

2. Rohan inserted a new row at the top of his table. To make the title span across all the columns, what
action must he perform on the cells in that top row?
Answer: He must select all the cells in the top row, right-click, and choose Merge Cells.

3. Rohan wants to change the word ”Water” to ”H2O” everywhere in his 10-page document. Which tool
is best for this?
Answer: He should use the Find and Replace tool (Ctrl + H).

4. He wants to see how his document will look when printed, to make sure the table doesn’t get cut off.
Which feature should he use?
Answer: He should use Print Preview (Ctrl + Shift + O).
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