
ST. ANDREWS SCOTS SR. SEC. SCHOOL 

9th Avenue, I. P Extension, Delhi-110092 

Session 2022-23 

Subject – Computer 

Ch-5 Formatting in LibreOffice Writer 

Q1. Tick the correct option :- 

1. Position 

2. Italics 

3. Watermark 

4. Format 

Q2. Fill in the blanks :- 

1. Bold means darker text.  

2. Enter key is pressed twice for finishing the bulleted Or numbered list.  

3. Font face is the look of the alphabet on the screen.  

4. Highlighting text means marking the important text.  

5. A bullet is a symbol that appears in the beginning of any list.  

Q3. Write True Or False :- 

1. The Subscript command places the text below the baseline.      False 

2. Drop Cap effect reduces the text size of a paragraph.                 True 

3. Border is a decorative strip around the edge of a text or Paragraph. 

True 

4. The Italics makes the text slanting.  True 

5. A watermark is a faint design or text that appears on a document page. 

True 

Notebook work :- 

Some Important Points :- 

1.Bold effect makes the text look darker than the rest of the text.  

2. Italics effect makes the text slanting.  

3. Bold Italics effect makes the text look darker and appear slanting.  



4. Clone Formatting is a feature which copies the format of the text or 

paragraph to another.  

5. Drop Cap effect is used to make first word of the paragraph bigger than 

rest of the text.  

6.Border is a decorative strip around the edge of the text or paragraph.  

7.A watermark is a faint design or text that appears on a document page.  

Short Q/Ans :- 

1. Write any one formatting feature of LibreOffice Writer?  

Ans. Changing the text colour. 

2. Which option will be applied to copy the format of one text to another?  

Ans. Clone formatting option will be applied to copy the format of one text 

to another.  

3. What is a bullet?  

Ans. A bullet is a symbol that appears in the beginning of any list.  

4. What is a font? Name any two font.  

     Ans. Font is a graphical representation of text. Two fonts are :- 

1. Times New Roman 

2. Callibri 

Long Q/Ans :- 

1. Write the difference between Superscript and Subscript.  

Superscript 

1. It places the selected text slightly above the baseline.  

2. For example – H2O 

Subscript  

1 It places the selected text below the baseline.  

2 For example –H2O 

Q2. Write the steps to highlight the text.  



Ans. To highlight the text, follow these steps :- 

1. Select the text.  

2. Click on the highlight option from drop-down menu.  

3. Choose any colour from colour palette.  

Q3. Write steps to insert a watermark in your document.  

Ans. To insert a watermark, follow these steps :- 

1. Select text and click on format menu.  

2. Click on Watermark option from the drop-down menu.  

3. Type the text in the text box option.  

4. Click on OK button.  

                                 Mind Boggler 

Application based question :- 

1. Neha has to prepare list of items to be taken for her picnic. Which 

option will you suggest her to make an ordered list.  

Ans. She will use Bullet Option.  

2. Deepak wants to put up a notice regarding Children’s Day Celebration. 

Which option will he use to draw lines around the page?  

Ans. He will use Border option.  

• Draw bullets table in notebook from book.  


