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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)

(b)
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In MS-Word, document can be
(i)  left justified

(i) right justified

(iii) both (i) and (ii)

(iv) None of the above

To save a document is used.
i Ctrl+V
i) Ctrl+S

(iii) Ctrl+C
(iv) None of the above
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(¢) Find and replace is in
(i)  File menu
(ii) Edit menu
(iii) Format menu
(iv) None of the above

(d) PowerPoint is used for
(i)  creating presentation
(i) creating game
(iii) creating document
(iv) None of the above

\

(e) In MS-Excel INT(6-2) will return

@ 6
(i) 62
(i) 5
Gv) 7

(f) For undoing the modifications made in a
document, is used.

i Ctrl+C
(i) Ctrl+Y
(i) Ctrl+Z
(iv) Ctrl+X

(g) A checkbox enables option(s) to
be selected.

(i) onlyone

(i) only two

(iii) less than three
(iv) None of the above
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(h)

By using , you can send the same
letter to a number of people without typing
the original letter more than once.

(i) File Manager
(i) Print Manager
(iii) Mail Merge
(iv) Windows
(i) Tostarthelp___ isused.
@ F1
Gi) F2
(iii) F10
(iv) None of the above
() Which of the following is not a tool in
Paintbrush ?
1 Box
(i) Line
@ii) Circle
(iv) None of the above
2. Explain the different PowerPoint viéws. 10
8. Explain the basic mouse techniques for working
in Windows. 10
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SECTION B

Note : Answer any three questions from the following.

4., (a)

(b)

5. (a)

(b)

Explain how a table is created in MS-Word.
How can you add a column in a table ?

What is text formatting ? Explain how font
type and font size are changed in MS-Word.

Explain how a directory is created in
Windows. Also, explain how you will search
a file or directory.

Briefly explain any four accessories available
in Windows.

6. What is Mail Merge ? Explain how it is
implemented in MS-Word.

7. (a)

(b)
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Explain how custom controls are used in
MS-Excel.

Explain how special characters are inserted
(typed) in a MS-Word document.

10

10

10

20

10

10
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1. v & Ru mu fywedt # 4 wed a9t ey W
o R g Frfien SRS TER 6 SE W

I AT | TAH TH F 230 B | 10x2=20
(%) MS-Word & y@ & _ foe S
whal § |

G) 18 A (left justified)
(i) <8 3R (right justified)
Gii) (1) M (i) SR
Gv) I # A Hg T
(@) wor@ % gl (save) F & forT
=1 s foRa St 2
(@ Ctrll+V
() Ctrl+S
(i) Ctrl+C
(iv) Iode A q FE T
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(m)

()

(¥)

(%)

(®)
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w1gs v Rdig CRICR S

() wEa Ay

() ey

(iii) WIGRE B

(v) I # @ FI3 TE
TREREH AT frmamre |
() TR AR FA F g

(i) @A (M) FR FA@ *F o

(iii) YORg 1 ¥ farm

(iv) 39 A QA S

MS-Excel # INT(6-2) ®I =1 few@mu 2

i 6

Gi) 62

(iii) 5

Giv) 7

g # fhu T ae/aRed i B ® (undo)
A * fog T T3 TR ST R )
(@) Ctrl+C

Gi) Ctrl+Y

(iii) Ctrl+2Z

(iv) Ctrl+X

Jhel @ e TR o
Fhai/ahd o/a |

() *IdTH

(i) AR

(i) = ¥ W

(iv) I & q S T
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() EIEA AW
Gi) fie fAR
(i) A TS
(v) s

(%) Help ¥ T& ® (start) Awgg & g ____
=1 33T e Sman & |

@ F1
(i) F2
(iii) F10
Gv) 30 | & o
(@) fFrafafea & @ S Yega w1 7@ 727 82
() ¥
(i) <A
(iii) T4 (Circle)
@iv) 3‘@?5 A q HIg &

2. ﬁﬁamqﬁwﬁml 10

3. W % =m F1 ¥ iU g wRE T
$ =FrE HIR | 10
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4. (%) MS-Word ¥ dIfethl (Table) ¥& 18 Srht
2 ? wE fivm | ot § a9 wlom B

W1 Hha & ? 10
(@) e HART F= ¢ ? MS-Word # Wig
YHR R HiE 1 IHR FY T A & — o

Hif | 10

5. (%) e § sl ¥ dR it ot ? -
=R iRk | I8 ot saEe 5 wEa @

SEER( i A9 HA e (T wH) | | 10

(@) faew o Sueew Al 9 Accessories
GHY N =rea Hife | 10

6. TS WSl FT ? ? MS-Word ¥ 39 F8 wrifaa
T § — w9E i | 20

7. (%) Ms-Excelﬁm‘ai@Pﬁ%tw’m%ﬁﬁm
7T & — o9 R | ' 10

(@) MS-Word Yo&i@ & {499 Characters ¥4 s
(23 fopu) SIma & - waE i | 10
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