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Note : There are two sections in this paper, 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 program which automatically runs and 
continues to run as long as Windows is 
running, is 

(i) Program Manager 

(ii) File Manager 

(iii) Notepad 

(iv) MS-Word 
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(b) The control that presents non-exclusive 
options and the user can select more than 

one option at a time is 

(i) Option Button 

(ii) List Box 

(iii) Check Box 

(iv) Dropdown List 

(c) You can change screen saver settings from 

(i) Control Panel 

(ii) Print Manager 

(iii) Desktop 

(iv) None of the above 

(d) DLL stands for 

(i) Database Link Library 

(ii) Dynamic Link Library 

(iii) Data Link Library 

(iv) None of the above 

(e) Workspace file extension is 

(i) .XLS 

(ii) .XLW 

(iii) .LLX 

(iv) .CXL 

(f) 	In MS-Excel, INT (5.4) will return 

(i) 5 

(ii) 5.5 

(iii) 6 

(iv) 5.4 
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(g) A document is created using 
(i) Excel 
(ii) Word 
(iii) Access 
(iv) PowerPoint 

(h) Which of the following is an Impact printer ? 
(i) 	Laser 
(ii) Inkjet 
(iii) Dot-Matrix 
(iv) None of the above 

(i) Tables are used to 	in RDBMS. 
(i) set up database 
(ii) perform monitoring 
(iii) create map 
(iv) None of the above 

(j) The graph that is ideal for showing shares of 
scientific entities in whole is 
(i) Pie Graph 
(ii) Line Graph 
(iii) Bar Graph 
(iv) Sketch Graph 

2. Explain the basic mouse techniques used in 
Windows. 	 10 

3. Explain the basic properties of formulae in 
MS-Excel. 	 10 
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SECTION B 

Note : Answer any three questions from the 
following. 

4. (a) Explain how a directory is created in 

Windows. Also write the process to delete a 

file from a directory. 10 

(b) Explain how a table is created in MS-Word. 
How can you add a column to the existing 

table ? 10 

5. (a) Explain 	the 	following 	MS-Excel 

functions : 	 4x2 1 =10 
2 

(i) ABS 

(ii) EVEN 

(iii) EXP 

(iv) MOD 

(b) Explain how Font Type and Font Size are 

changed in MS-Word. 	 10 

6. What is a Spreadsheet ? Explain how a 

spreadsheet is created in MS-Excel. Describe 

how data can be added to a spreadsheet. 	 20 

7. (a) Briefly explain the four PowerPoint views. 	10 

(b) What are Header and Footer ? How are they 

created in a document ? 	 10 
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