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Note :- There are two sections in this question paper namely, 
Section - A and Section - B. All questions in 

Section - A are compulsory. From Section - B, 
any three questions need to be answered. 

SECTION - A 

Note : Question numbered 1 to 10 are multiple choice 
questions. Indicate the correct choice in 
answer sheet. 	 10x2=20 

1. 	Which of the following is not a font style in 
MS-WORD ? 

(a) Bold 

(b) Italics 

(c) Superscript 

(d) Regular 

2. 	Which of the following is not a type of page 
margin in MS-WORD ? 

(a) Center 	(b) Left 

(c) Right 
	

(d) Top 
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3. The maximum zoom percentage in 
MS-Powerpoint is : 

(a)  100% 

(b)  200% 

(c)  800% 

(d)  400% 

	

4. 	In MS-Powerpoint, which of the following feature 
allows you to select more than one slide in slide 
sorter view ? 

(a) Alt + click each slide 

(b) Shift + drag each slide 

(c) Shift + click each slide 

(d) Ctrl + click each slide 

	

5. 	Background colour or effects applied on a 
document in MS-WORD is not visible in 

(a) Web layout view 

(b) Print layout view 

(c) Reading view 

(d) Print preview 

6. 

	

	If you need to change the type face of a document 
in MS-WORD, which menu will you choose ? 

(a) Edit 

(b) View 

(c) Format 

(d) Tools 
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7. 	Portrait and Landscape are 	 

(a) Page orientation 

(b) Paper size 

(c) Page layout 

(d) All of the above 

8. In MS-WORD the key F12 opens a 	 

(a) Save As dialog box 

(b) Open dialog box 

(c) Save dialog box 

(d) Close dialog box 

9. 	Which of the following option is best to convert a 
column of data into row in Excel ? 

(a) Cut and paste 

(b) Edit >> Paste Special >> Transpose 

(c) Type again column and row 

(d) None of the above 

10. Which of the following Excel screen components 
cannot be turned on or off ? 

(a) Formula Bar 

(b) Tool Bar 

(c) Status Bar 

(d) None of the above 

11. Explain the various option available in Insert 10 

Menu of MS-WORD. 

12. Explain the use of Pivot Table and Pivot Charts 10 

in MS - Excel. 
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SECTION - B 

Answer any three questions from the following : 

13. Differentiate between 'Paste' and 'Paste special' 	20 
in MS-Powerpoint. Also, explain the process of 
inserting a Word Art "This is my slide" in a slide. 

14. Describe the security options available in 20 

MS-Excel to protect the Work Book and Work 
Sheet. 

15. What are 'Macros' in MS-WORD ? Explain the 20 
process of creating a macro. 

16. Explain, how tables can be included in the slides 20 
of MS-Powerpoint. 
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(a) 	 (b) 

(c) 	 (d) 
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3. 	MS-Pow erpoint14 3TferWali f 31I Td t : 

(a) 100% 
	

(b) 200% 

(c) 800% 
	

(d) 400% 

4. 	MS-Powerpoint 	1:-14--Irriii_lcf 14 f*-i:f fTql-ErdT 3117 

trll~s TracT17{14 	1, (•-ols A 3-Tfkw 	Trw t? 

(a) Alt+clik 

(b) Shift+drag 

(c) Shift+click 1A-W 	 

(d) Ctrl+click 

5. MS-WORD 14 'TAU 13-1-11;17jWf -751̀04 	31TP 

	

 	-S6Z- 4 	t l 

(a) k fq-Pqm 1-774 

(b) tirra fq--TT-{4 -74 

(c) 	774 

(d) -ftrtiz 

6. 	qk &TN MS-Word 14 1A-U chl Z1711.  *14 

t 3Trcr 	44 -q;i? 

(a) Edit 
(b) View 

(c) Format 

(d) Tools 

7.Ata'  3tIT     t 

(a) 	ltd. 31-Rifq-P4ITI 	(b) 	4)141,4 	Trr 

(c) 	fq-Pq-i-{4 	 (d) 	Trift 
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8. MS-WORD 14 	F12  	t I 

(a) Tr iffq Gi14i 	tc,4 

(b) k I clicR-17§1 

(c) eiTA+T 

(d) ciq 	 

9. 	-R 74O' 14.  34fw3-r ch I OH i Iffwi 	 R1 

F-14-1101R5d 4 41-1 fqw- cr 	t? 

(a) Cut and paste 

(b) Edit >> Paste special >> Transpose 

(c) Type again column and row 

(d) 

10. F-14-ircifigd 	 3#9.  aTr.t7 

,-1 .131Trzry5r 	 

(a) th-fcfalt  

(b) \(.1 	 

(c)  

(d) 374-1 

11 MS-WORD 14 Insert 1-1,14 rafir rcichr4411 AFT Mq-a• 10 

-1-r--A7 

12. MS-Excel 4 Pivot Table *Pivot Charts -51z4TT 10 

ohl fqkqff 	I 
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MS - Excel -4 	tpTT `a=hc- i i fd--4q7 - 1F,3-1 I 

15. MS-WORD if 'Macros' cm ? 	-{:1-49..W.T4 	 20 

Trf--*--zrr fat-4ff 

16. 171Z1r MS-Powerpoint ch-) TM-4-t 14 ciiit ► cbR 20 

t-t4 till-Ilk-Id chi 7T -(1-Wth *? 
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