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Note : There are two sections in this paper. All questions in
Section - A are compulsory. Answer any three
questions from Section - B.

SECTION - A
Note : Question number 1 to 10 are multiple choice
questions and each question is of 2 marks.
Indicate the correct choice in answer sheet.

2x10=20
1.  Which shortcut key is used to close an active
application in Windows ?
(@) ALT+F1 (b) ALT+F2
() ALT+F4 (d) ALT+F5
2. Which shortcut key is used to save a document ?
(a) CTRL+A (b CTRL+S
() CTRL+R (d) CTRL+V
3. Which menu contains Bullet and Numbering
option ?
(a) File (b) Format
() Tool (d) None of these
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10.

11.

12.

In MS - Excel Query is used to .
(a) Extract data (b) Create Report
(c) both (a) and (b) (d) None of these

Shift + F3 is used to change

{a) Font Case (b) Font Type

(¢) Margin (d) Font Size
Mailmerge is used in Microsoft _
(a) WORD (b) ACCESS

{¢) EXCEL (d) POWER POINT

Which of the following is not a valid text
alignment ?

(a) Left (b) Right

(c) Centre (d) None of these
Default extension of File Saved in WORD is :

fay .PPT (by .DOC

() XLS (d) TXT

] ___ Chart is used to show the percentage
share

(a) DPie (b) Bar

(c) Both (a) and (b) (d) None of these

(a) Print the document

(b) Modify the document

(c) View how document will appear when
printed

(d) Copy the document

Explain different parts of a Windows briefly. 10

What is the use of Page Setup in MS - Word ? 10
Explain briefly.
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SECTION - B

Note : Answer any three questions :

13. What is Mail Merge ? Explain how mail merge is
implemented in MS - Word.

14. (a)
(b)
15. (a)
(b)

What is Alignment ? Explain different types
of Alignment in MS - Excel.

What is Formula ? Explain basic properties
of Formulas in MS - Excel.

What is Power Point Presentation ? Explain
different types of business graphics that can
be use for making effective presentation.
Explain the process of creating organisation
chart.

16. What is print manager ? Explain how it is
activated.
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10.
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