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Note : There are two sections in this paper namely, 
section A and Section B. All questions in Section 
A are compulsory. From Section B, answer any 
three questions. 

SECTION A 

1. Answer the following objective type questions by 
selecting one best choice from the given choices. 
Each question carries 2 marks. 	 10x2=20 

(a) The Page Setup can be used to set 	 
(i) Margins 
(ii) Page Layout 
(iii) Both (i) and (ii) 
(iv) None of the above 

(b) In order to change the size of Recycle Bin 

(i) Double Click, Select Properties 

(ii) Right Click, Select Settings 
(iii) Right Click, Select Properties 

(iv) Left Click, Select Change Size 
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(c) To add extra spare to the inside margins so 
that the text is not hidden by the binding, 
	should be used. 

(i) Gutter margins 

(ii) Mirror margins 

(iii) Document margins 

(iv) All of the above 

is an invalid operator for 
comparison. 

(i)  

(ii)  

(iii)  

(iv) >< 

(e) The view best suited for ordinary editing and 
text entry is 	 

(i) Normal view 

(ii) Outline view 

(iii) Master view 

(iv) Page Layout view 

	

(f) The Alt + F4 key is used to 	 

(i) close an active application window 

(ii) save an active application 

(iii) exit MS-Word 

(iv) None of the above 
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(g) SQL stands for 	  

(i) Strict Query Language 

(ii) Structured Query Language 

(iii) Standard Query Loader 

(iv) Specific Query Loader 

(h) 	 command prepares a disk to 
hold information. 

(i) 	Disk Copy 

(ii) Format 

(iii) Prepare Disk 

(iv) All of the above 

(i) By 	, it is possible to have different 
Headers and Footers in a single document. 
(i) dividing the document into paragraphs 
(ii) dividing the document into sections 
(iii) dividing the document into columns 
(iv) None of the above 

(j) Pressing 	quickly inserts a page break. 
(i) Alt + Enter 
(ii) Ctrl + Enter 
(iii) Enter 
(iv) Ctrl + Fl 

2. Explain any five features of MS-Word. 	 10 

3. Explain any five features of MS-Excel. 	 10 
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SECTION B 

Note : Answer any three questions from the following. 

4. (a) Explain any two views of MS-PowerPoint. 	10 

(b) What are Custom Controls in MS-Excel ? 

How are they used ? 	 10 

5. What is meant by MailMerge ? What are its 

advantages ? 	 20 

6. Explain different types of charts available in 

MS-Excel. How are they created ? 	 20 

7. Explain the process of creating a table of 10 rows 

and 10 columns. How can you split the 10th  

column further ? 
	

20 
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