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G.CE. O/L ICT - 10 6@&cs - e9D)® 6

6.4 Ded e5ege® D: Cells Merge &5 Split SH8®

DPDW NSRS B (950) 56 BSy (e59ED) RO 558, &5:® eENYOB® cell
O, DY HEEBINDS), R 57, OC B8y 58 @MWad 5T 5N DD 6O. O
8302968} Word, Writer &3¢9 Google Docs & D@ @ B8®, BS; seE t5e 58
ces cOme BB, 658 5t BS; @@ BO® 50 D &SP, cells merge &5 split
B8®, 520 borders &520 shading 9% S8® gem® O®HT).

1. 9™ TS

@éécs 66@

Cells D@ HSES cEMAS (e95e90). Cells O® 8685 cBMAE (esene).

Cell &&s 58

6585 85D BG5S D™ @End. BS: B5® es&HD 65eF) 658w, eaeen) SO bold
ese9 shaded.

co: BS 3 x 658 4 RRE) 5HE® 3 x 4 = cells 12 ¢. (Word & Insert Table grid &
BS; YRS SDesB: 3 x 4 table’ = BS; 3, 38 4.

¥ ICT @&
SIO6) 78 65
o)) 91 84
258 65 72

2. 9IS g HE®

Bagmo®cs BsDS

MS Word Insert — Table - grid &z g8si®, @) Insert Table... BS; 589 6e3€ type WST®
LibreOffice Writer | Table - Insert Table (Ctrl+F12)

Google Docs Insert — Table - £5®1&c5 eBISS®

. 3@ cell OO 9®0 Tab @DS®; 3desS) cell e Tab OVe®B ®»D 6e3E:D O
@O.

3. BS; BEE 859 B3 s

o 8BS 69 658 S DBG cband gEHiw.
e Table Layout — Cell Size: B&HOD® SEE/EES type WSB® (& 3 cm).
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e AutoFit: AutoFit Contents, AutoFit Window, Fixed Column Width. Distribute
Columns/Rows &8 &5 DSE.

4. g BB &5 V= &S

Cell ®® right-click — Insert — Rows Above / Rows Below / Columns Left / Columns
Right. Right-click -~ Delete — Delete Cells / Rows / Columns / Table. (Delete ¢3S O
65E S5OE 65, cells 6Bn6S.)

5. Cells merge g5 split 8®

Original 3 x 3 table Merge cells (row 1) Split cell (1 - 2)

Heading

Merge: join two or more cells into one. Split: divide one cell into more cells.

Merge @& 658 1 & cells 3 O &B&® cell OO Oy WSS, Split OF cell O BS; 2 WO DS,

He$nd Word Writer Google Docs
Merge Cells e®)6si® — Table Layout — Merge Cells  Table - Merge Cells @ Right-click -~ Merge cells

Split | Table Layout — Split Cells -~ &&;/ce3€ ®&hr™ | Table — Split Cells Right-click — Split cell

. D@ DrandR e5:200 9ME 638 merge WSH®, & ‘10 6EHis DS Sed®

L

Y.

6. Borders &529 shading

 Borders: cells d0 68 - 8@eses, DESs, Bs5EE eISHI® (Table Design — Borders;
Writer: Table Properties — Borders).

« Shading: cells & &5¢30® ®&&acs (Table Design — Shading; Docs: Cell background
colour).

 Table Styles 9w click ®%% £5058 borders e shading ecHed.

En 9D &5:® 800 KbEvs 65H®O Repeat Header Rows tick 2SS.

eND e
DD - 638 &5t BS; DEO &5 BE e3€cs - Cells DR BGeS cEMDS).
ENOR)3:.
BSD - Cells D 8B5S cbdS). Cell - 38wt esen BS P YD eEnD.
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&E8 88 - 8BS, BEB c6® 5T 6e3Es. Cells merge B8® - Cells ces) 60l D8
@815 O cell DO Oy BE®.

Cells split B8® - = cell O cells BS; BER - BSOD BEE.
DO eED.

cS€ cts - 638s™ cts. AutoFit - g8}®8OBEO 60) DD S,
30508 )c5D g5 WASEB.

Borders - Cells e} &@d D) @8® e&ah. Shading - Cells ©g 8560® e3d8 dE&acs.

Pebm yum esen 88S;

1. 8BS 5 e520 688 4 @S DPD™ cells Desw qrsie?
BEyS: 5 x 4 = cells 20.

2. Merge 52 split @©6 edmes ROWe?
889S: Merge cells B&e5csw) d® DY WSS; split O BB DES.

3. DBE)OF @880 ©5¢ES 8w OW WwWoBles) swmeeie?

88x3: Right-click — Insert — Insert Rows Below (ee9) @@es®) 385 »8 ¢dess) cell
6w Tab ®DDBH).

4. e®IHHE 58w Delete syS 7 80 WOW Beede?

BE813: 658 5P ©Ew; 653G OB, D 9B HE®D Delete — Delete Rows
D WSBD.

5. Borders &529 shading c3%) e®@®r»&He?

88x3: Borders s cells & e8ad; shading &) cells pe® 83O DE&cs.

6. BG; BEE O BBV YO oW ccsi.
88RS: BS; OHB® g8x)wm; Table Layout — Cell Size & &R type ®SB®; @en) AutoFit.

ReDSEH PHD®

1. 6B8EsH 520 BSOS PO ewngd...
A. Margin

B. Tab

C. Field

D. Cell
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2. S 4 t58 eS8 6 @B DD cells Bese?

A 24
B. 46
C. 10
D. 20

3. 8BS, EedBe...
A 829 9
B. 83230 (e95e90)

C. 86830 (esengd)
D. &5&9®

4. @9 e38ed cells D OO Dy H3O...

A. Shading

B. Split cells
C. Merge cells
D. AutoFit

5. 9% cell du B 6cm®O DED...

A. Merge cells
B. Borders

C. Delete table
D. Split cells

6. Word & Merge Cells g5es...
A. Mailings tab
B. Home tab

C. Table Layout tab
D. View tab

7. 9w ¢desH cell e Tab OI@...

A D@d OWES
B. 8 6585 % S
C. 8@ cells merge @WSE

D. &®d ©¢c&cs WSE

8. Cell O™ 5508 DEFcs...

A. Border
B. Shading
C. Font &&&acs
D. Outline
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9. BsE BS; 658> BEERW WoSes YOFe?

onNnw>

1.

@ >

On w>

Distribute Columns
Split Table

Merge Cells

Text Direction

. LibreOffice Writer & 9@dx= @@ ®SSes)...

Ctrl+T
Ctrl+F12
F7
Ctrl+M

8589588 8BGO 900 BEPD md® BE e ...

Shading — None
Merge Cells

C. Delete cs3S 85©&o

o

12.

onw>

Delete — Delete Columns

8 Dpdw &5:® B8YDw® HEs 6 5TV mdB® WSBE...

Repeat Header Rows
Sort

AutoFit Window
Split Table

DPODOD PHD

Grade 10 ICT - Lesson 6

1. (i) e8&cs, BSD es529 cell @8O eFdOT». (e 3)
(i) 6 x 3 DPOW cells Bese? (RRH 1) (e 4)

(i) ee38cs - cells B BGeS 6EaD; BGD - 8683 eBMD; cell - 658 850 BGD DEDD
emgd. (i) 6 x 3 = 18.
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2. 3 x 3 DI e (a) 9ME 8385 merge WE PSS €58 (b) e cell O @O
split g NS csBOBD®. (e 4)

G565 DRB®: 9wE 638s O SeE cell O 68; ©e cell O &g cells e 8.

Original 3 x 3 table Merge cells (row 1) Split cell (1 - 2)

Heading

Merge: join two or more cells into one. Split: divide one cell into more cells.

®eB®m Gescs: merge ese9 split.

3. MS Word & 8BS 4, c83€ 5 DD 3@ 6 @®0 c8€csw O BH8e® 8sdS
Busdo. (G 4)

Insert — Table — Insert Table — Columns 4, Rows 5 — OK. @& cell = click 236
Tab @I (@e9) right-click — Insert — Rows Below).

4. SEE HELODDD PME DS M®andDW, @@ shading e bold BB esen 9B
borders B 5. DS WD PSS 528 WEB®. (e 4)

9 658 eI —~ Merge Cells 6 ®aznd type DO, BEB 658 eI -
Bold, Shading - @®; ®%® &% - Borders — All Borders, % pt.

5. 255D 9@ NS cew & DY ccd DHed @Beard iR WS, (g 3)

INEEBONDS), ERE) &59), S5OV, BE Hen. DY coe BEeDED 655D VDA
BP0 e5en 5858 25ee5cs.

25)3)0CS

e DPO® GASE (95eDD), BS: (e5e9ED) e5e9 cells G.

e Cells = 8S; x e3€.

e Insert: Word Insert - Table; Writer Ctrl+F12; Docs Insert - Table.

O8O ¢ 2®, Cell Size, AutoFit 0 Distribute @& &I DM WSBID.
e Right-click -~ @3& esep BS; Insert / Delete; Delete S @e5€ S5© DDE.
e Merge = cells ea)een®sE — O, Split = OB cell DS — GBS,
e Borders e8a) 8; shading cell &583@8 d&&cs&.

e Table Styles &5¢9 Repeat Header Rows tnEs @88 @®3E.

MCQ 8896 - 6.4

1. D - Cell.
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2.A-4x6=24

3. C - GB3€ 300, BS; e5e9ED.

4. C - Merge 9 WSE.

5. D - Split eGEE.

6. C - Table Tools & Layout tab.

7. B - 8598 6OO®.

8. B - Shading cells g56®3.

9. A - Distribute = &5©)% 5.

10. B - Table - Insert Table (Ctrl+F12).
11. D - Delete S 685€ 5®&S ODE.
12. A - Repeat Header Rows.
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