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 This assignment content has chapter-03 ‘USING TABLES AND MAIL MERGE’ along with its answer key 
which is to be done in your computer copy. 

 Video study material 
a. https://www.youtube.com/watch?v=3v3J1bBKn8c 
b. https://www.youtube.com/watch?v=F-TiTbKDr5s 
c.  https://www.youtube.com/watch?v=iCxm0RZG4Fk 
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USING TABLES AND 
MAIL MERGE

EXERCISE

Ch
ap

te
r 3

A. Tick () the correct answer.
1. Information such as name, address, contact number of the person is known as  

_______________.
 a) Data source b) Main document c) Letter
2. _______________ needs to be created for mailing or sending letters to various people.
 a) Recipient list b) Main document c) Letter
3. The intersection of a row and a column is called _______________.
 a) Border b) Cell c) Table
4. Tables group is present under the _______________ tab.
 a) Layout b) Home c) Insert
5. To create a New Recipients List, select the _______________ radio button under the 

Select recipients section.
 a) Type a new list b) Use an existing list    c) Select from contact

B. Fill in the blanks.
1. Mail Merge helps in creating single and multiple letters, labels, envelopes, name tags.
2. The main document is linked to the data source by common fields of data, called merge fields.
3. The Insert tab is used to create tables in MS Word.
4. Rows and columns group is present under Layout tab.
5. The Preview Results option on Mailings tab displays the first record from the data source.

C. Write True (T) or False (F).
1. A row is a horizontal series of cells in a table.
2. You can insert column only to the left side of the selected column. 
3. Main document is a part of Mail Merge. 
4. Data source contains mailing list.
5. The data source would be the addresses that are to be placed on Main Document. 
6. Using Mail Merge we cannot create letters.
D. Short answer type questions.
1. Explain the term table.
A. A table is used to present data in the form of rows and columns. It is useful in organising 

and presenting the data in an effective way.
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2. What is data source?
A. The data source is a data list that stores data which is different for all mails. It can have 

names, address, phone number, etc.
3. What is Mail Merge?
A. Mail Merge is a useful tool that allows to produce multiple letters, labels, envelopes, etc.

E. Long answer type questions.
1. How can you make a table more attractive using the Table Styles option?
A. The recipient list is a data list that stores data which is different for all mails. For 

example,it can contain names, addresses, phone number etc. of the people to whom the 
letter or the mail is to be sent.

2. Write the steps which you will follow for starting Mail Merge.
A. Step 1: Open an existing letter in Word document that you want to send to different 

people or create a new document and type a letter.
 Step 2: From the Mailings tab, click the Start Mail Merge command and select Step-by-

Step Mail Merge Wizard option from the drop-down menu.
 Step 3: The Mail Merge pane will appear. Now select Letters radio button under Select 

document type section.
 Step 4: Click on Next: Starting document under ‘Step 1 of 6’ section at the bottom of the 

task pane.
 Step 5: Choose the type of set up for your letters. Click on Use the current document 

radio button under the Select starting document section.
 Step 6: Click the Next: Select recipients under ‘Step 2 of 6’ section.
3. What is the use of recipient list?
A. The tables can be made more attractive and presentable in Word by applying borders, 

shading, special fonts and colors to a table by using options available in the Table Styles 
group. Each style uses a unique combination of shading and borders to change the 
appearance of a table.

F. Application based questions.
1. Janvi has created a table of her weekly study schedule. By mistake she forgot to add 

Wednesday schedule in the table. Which feature will she use to add the row/column 
for Wednesday?

A. She can use the Layout tab > Rows & Columns group. Different options Insert Above/
Insert Below / Insert Left / Insert Right can be used.

2. Suhana has created a birthday invitation for sending it to her 50 friends through Email. 
But some of her friends are not using email so she has to take a print out for them. How 
can she take out the print out using the MS Word’s feature for those who do not have 
Email id?

A. Using Mail Merge feature.
3. Aditi wants to call her staff for an emergency meeting. Which feature of MS Word will 

she use to save time and energy?
A. Mail Merge
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INSTRUCTIONS FOR STUDENTS 

1. Go through the text of the chapter. 

2. Go through the summary of the chapter. 

3. Click the video link to see the chapter in animated form. 

4. Go through the answers given. 

WORK TO BE DONE IN THE COPY 

Note:- All the written work to be done in the English Literature Register Copy 

neatly. 

 Following work is to be done in the English copy:- 

1) Pick out 20 difficult words from the chapter and write them three times in 

your literature copies. 

2) Write the word meanings given in the chapter neatly. 

https://youtu.be/On9S_GwdHJ0


3) Make sentences with the following words- seeped, billowed, buckshot, 

plummeted, wheeling, bulrushes 

4) Do the following exercises in your copies-  

      Understanding the text- A. Complete these sentences 

B. Answer these questions 

                 Appreciating the text- 1 and 2 

                 Grammar and usage- A and B 

                 Words in use- A and B 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Wild Duck 

A young boy goes duck-hunting with his father for the first time. 
His father is unsuccessful but the son bags a bird with his very 
first shot. The father is delighted at the boy’s aim but the boy is 
horrified at what he has done. To his relief, he finds that the 
duck is alive. But it is grievously injured—itswing is permanently 
damaged and so the boy nurses it back to health. Some time 
after this incident, the father asks his son about the 

gun’s whereabouts only to discover that the boy had thrown the 
weapon away, because it disgusted him. At first the father is angry 
and horrified at his son’s disobedience and his sentiments towards 
hunting. But he then realises that it was for the best. 

‘Wild Duck’ is an adaptation from a full-length story. This 
sensitively written story traces a father-son relationship and 
a ‘coming of age’ experience. The transition from teenage 
years to adulthood can be a testing time and the writer has 
portrayed this struggle in this story.The father seems to be 
testing his son and watching to see how the boy 



reacts. The son’s bold decision to break free from his father’s 
shadow forms a significant moment in the story. 

 

 

Answers  
CLASS-6     LITERATURE      CHAPTER- 2- WLID DUCK (ANSWERS) 

Understanding the Text   

A.1. …he loved birds and enjoyed watching them. 

 2. …he had hunted before and knew very well how the birds would behave. 

 3. …he felt guilty for having shot and wounded it and felt responsible for its sorry 
state. 

 4. …the boy taught the man how to show compassion to all living beings. 

 B. 1. The boy showed interest in what they were doing only when the birds 
arrived because he was fascinated by birds and enjoyed observing them. Bird-
watching was his passion. 

 2. Here, the birds are beginning to fly across the lake and are arriving in flocks. 
They have arrived in such large numbers that it is as if they have blotted out the 
light from the sun. The reflections of these numerous birds have been cast upon 
the water giving it a dark colour as well. (Suggested answer. Accept any logical 
answer.) 

 3. The boy had fired at the duck, which fell into the water. When the boy picked 
it up, the duck’s limp body made him believe that it was dead—the thought that 
he had taken another creature’s life frightened him. 

 4. No, the man did not want the boy to look after the duck. We know this 
because the manner in which he said this indicated that he wanted to stop the 
boy from looking after the duck by implying that it was a big responsibility. To 
this, the boy responded that he wanted to go home, indicating that he was sure 



that he wanted to take on this responsibility. It was also a message to his father 
that he did not agree with the idea of hunting. When his father persisted with his 
question hoping to change his mind, the boy replied firmly, showing us that he 
was not willing to do so. The boy’s reaction surprised his father who, until now, 
did not realise that his son felt differently about hunting. 

 5. a. The boy was bold enough to make a decision that went against his father 
and then, tell his father the truth about what he had done. This tells us that at 
that point, the boy was sure about his principles and felt brave enough to go 
against his father. 

 b. Free response 

 6. The father’s reaction changed from anger to relief because he now understood 
that the gun represented violence against a living creature. With the gun gone, he 
would no longer be able to hurt or harm another animal. He also realised that this 
incident made him look at animals with compassion and thus was relieved that 
the gun was gone. 

 Appreciating the Text 

 1. a. i. The boy experiences a sense of conflict in his mind when he shoots the 
duck. We know that he loves birds but he takes part in hunting one. This conflict 
becomes more obvious just after he shoots it and then decides to look for it. 

 ii. The man feels a sense of conflict when the boy tells him that he has thrown the 
gun away. At first, the man is angry but this anger changes to remorse at the 
thought of what the gun has done. This remorse then turns into relief. Thus, the 
man finds himself torn between these feelings.  

b. This conflict occurs when the boy reveals that he has thrown away the gun, 
thus angering the man. He is unable to understand why the boy dislikes the gun 
so much because to him, the gun is something that helped the boy get close to 
the bird he greatly admired; he is unable to see it as something that wounded and 
maimed the duck.  

 Words in Use 

 A. 1. Billowed 



 2. spellbound  

3. passion 

 4. whistled  

5. horizon  

 6. maimed  

7. lopsided 

 8. backyard  

9. stretch 

 10. flap 

 B. 1. When you sit in a bullock cart, you find that you are always rocking from side 
to side.  

2. There were no people, no houses, no roads. It was a wilderness.  

3. He scores goals because his footwork is dead-on. 

 4. We were looking down at the city, but the aeroplane banked one way and we 
could only see the sky. 5. They put the screen right in front of us, blotting the 
entire ground. 

 6. The big drops of rain made little ripples in the water 
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जगत तारन गोल्डने जुबल� �वद्यालय 

  क�ा - ६  
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�वषय- �हन्द� 

पुस्तक -वसंत 

पाठ संख्या - ४. 

बच्च�, इस पाठ को समझने हेतु आप प्रद� �लकं पर िक्लक कर� अथवा वी�डयो 
पर – 

https://youtu.be/GYOp3qGyaqM 
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Jagat Taran Golden Jubilee School 

Class 7 

Subject- Mathematics 

Assignment-4 

 Read Chapter 5 : Lines and Angles   

Link for the chapter=>   

https://diksha.gov.in/play/content/do_3129911222980689921201   

link for the video=>   

https://diksha.gov.in/play/content/do_31290683094402662413264?referrer=utm_source%3Ddiksha_m 

obile%26utm_content%3Ddo_31304485372202188815108%26utm_campaign%3Dshare_content   

Do in your maths copy ; 

 Write important definitions and draw(Line segment, ray, angle, complementary angles, 

supplementary angle, adjacent angles, linear pair, vertically opposite angles ,intersecting lines 

and point of intersection ,transversal ,parallel lines ) .   

Link for 2 video => 

https://diksha.gov.in/play/content/do_31274791695056076814813?referrer=utm_source%3Dd

iksha_mobile%26utm_content%3Ddo_31274791695056076814813%26utm_campaign%3Dshar

e_content 

 Do questions from Exercise 5.1 

 If a line is a transversal to two lines draw the 8 angles formed and write their special names. 

 Write the conditions that will result ,if two parallel lines are cut by a transversal ,also draw the 

figure . 

Link for 3 video=> 

https://diksha.gov.in/play/content/do_31274791698214912014815?referrer=utm_source%3Dd

iksha_mobile%26utm_content%3Ddo_31274791698214912014815%26utm_campaign%3Dshar

e_content 

 Do questions from Exercise  5.2. 

https://diksha.gov.in/play/content/do_3129911222980689921201
https://diksha.gov.in/play/content/do_31290683094402662413264?referrer=utm_source%3Ddiksha_m%20obile%26utm_content%3Ddo_31304485372202188815108%26utm_campaign%3Dshare_content%20%20
https://diksha.gov.in/play/content/do_31290683094402662413264?referrer=utm_source%3Ddiksha_m%20obile%26utm_content%3Ddo_31304485372202188815108%26utm_campaign%3Dshare_content%20%20
https://diksha.gov.in/play/content/do_31274791695056076814813?referrer=utm_source%3Ddiksha_mobile%26utm_content%3Ddo_31274791695056076814813%26utm_campaign%3Dshare_content
https://diksha.gov.in/play/content/do_31274791695056076814813?referrer=utm_source%3Ddiksha_mobile%26utm_content%3Ddo_31274791695056076814813%26utm_campaign%3Dshare_content
https://diksha.gov.in/play/content/do_31274791695056076814813?referrer=utm_source%3Ddiksha_mobile%26utm_content%3Ddo_31274791695056076814813%26utm_campaign%3Dshare_content
https://diksha.gov.in/play/content/do_31274791698214912014815?referrer=utm_source%3Ddiksha_mobile%26utm_content%3Ddo_31274791698214912014815%26utm_campaign%3Dshare_content
https://diksha.gov.in/play/content/do_31274791698214912014815?referrer=utm_source%3Ddiksha_mobile%26utm_content%3Ddo_31274791698214912014815%26utm_campaign%3Dshare_content
https://diksha.gov.in/play/content/do_31274791698214912014815?referrer=utm_source%3Ddiksha_mobile%26utm_content%3Ddo_31274791698214912014815%26utm_campaign%3Dshare_content
















































J.T.GOLDEN JUBILEE SCHOOL, 

PRAYAGRAJ 

ASSIGNMENT - 4 

Session- 2020-21 

Class-6 

Subject- Social Science (HISTORY) 

Chapter- 2 

WHAT,WHERE,HOW AND WHEN. 

Publication- Prachi (India) Pvt. Ltd. 

 

STUDY MATERIAL 

Dear Parents/Students 

Kindly follow these instructions:- 

 Tap on Chapter link👇 

https://youtu.be/3SYmQwfJosI 

For explanation. 

 

https://youtu.be/3SYmQwfJosI


Watch the video related to the chapter of 

HISTORY Lesson- 2 and try to comprehend. 

Complete the given assignment in your History 

Notebook. 

ASSIGNMENT-4 

Chapter 2: WHAT, WHERE, HOW and WHEN 

a)Define the following terms- 

1) Archaeology.    2) Inscription 

3) Historian.            4) Manuscript 

5) Numismatics 

 

b) Write why these dates are important. 

     i) 8000 years ago.         ii) 4700 years ago 

     iii) 2500 years ago 

 

Answer the following questions:- 



Q1) Differentiate between Manuscript and  

inscriptions. 

Q2) Why do people travel nowadays ?Give 

reasons. 

Q3) What are the main functions of 

archaeologist? 

 

Activities- 

1 Read the chapter and find out the subjects on 

which books were written in the past. What 

kind of books would you prefer to read ? 

2.Suppose you are an archaeologist You have 

found many objects while digging  a site .Write 

a story using the objects found. 
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