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18. Write all the menu name available in OO Calc. 

19. Write the steps to save a workbook in OO Calc. 

20. Write the shortcut key for the following in Open Office Writer: 

 a) New 

 b) Open 

 c) Save 

 d) Save As 

 e) Close 

 f) Print 

 g) Exit 

 h) Undo 

 i) Repeat 

 j) Cut 

 k) Copy 

 l) Paste 

 m) Paste Special 

 n) Select All 

 o) Find & Replace 

 p) To insert table 

 q) Superscript 

 r) Subscript 

 s) Bold 

 t) Italic 

 u) Underline 

 v) Align Left (Paragraph) 

 w) Align Right (Paragraph) 

 x) Centered (Paragraph) 

 y) Justified (Paragraph) 

 z) Spelling and Grammar 


