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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) To close an application or to quit from an 
application 	keys are pressed. 

(i) Ctrl + F4 

(ii) Shift + F4 

(iii) Ctrl + S 

(iv) Alt + F5 
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(b) Print Manager can be used to 

(i) Set up a printer 

(ii) Check the print status 

(iii) Cancel the printing 

(iv) All of the above 

(c) The formula in MS-Excel starts with 

(i) 

(ii) = = 

(iii) + 

(iv) 

(d) DDE stands for 

(i) Dynamic Data Exchange 

(ii) Dynamic Database Engine 

(iii) Dynamic Data Extraction 

(iv) Dynamic Data Evaluation 

(e) To insert a new slide in the current 
presentation, we can choose 

(i) Ctrl + M 

(ii) Ctrl + N 

(iii) Ctrl + 0 

(iv) Ctrl + C 

(f) Which function in MS-Excel returns the 
absolute value of a number ? 

(i) EXPO 

(ii) MIN( ) 

(iii) ABS( ) 

(iv) FACT( ) 
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(g) API stands for 

(i) AppliCation Programming Interface 
(ii) Asynchronous Page Indicator 

• (iii) Application Program Input 

(iv) None of the above 

(h) A pivot table is a worksheet that quickly 
(i) 	Creates a database table 

(ii) Summarizes the data 
(iii) Creates a report 
(iv) None of the above 

(i) To start Help, 	is used. 
(i) F2 
(ii) F 1 

(iii) F10 
(iv) F9 

(j) There are 	 columns in one Excel 
worksheet. 

(i) 124 
(ii) 256 
(iii) 50 

(iv) 100 

2. Explain the different parts of a Window briefly. 	10 

3. What are bullets and numbering ? Explain how 
a numbered list is created. 	 10 
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SECTION B 

Note : Answer any three questions from the 
following. 

4. (a) What is Paintbrush ? Explain any four tools 

of Paintbrush. 	 10 

(b) Explain how custom controls are used in 

MS-Excel. 	 10 

5. (a) Briefly explain any two accessories 

available in Windows. 	 10 

(b) Explain how a formula is implemented in 

MS-Excel. 	 10 

6. What is Business Graphics ? Explain various 

types of business graphics. 	 20 

7. (a) Explain how a new PowerPoint 

presentation is created. 	 10 

(b) Explain how Page Margins and Page Size 

are changed in MS-Word. 	 10 
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(i) Ctrl + F4 

(ii) Shift + F4 

(iii) Ctrl + S 

(iv) Alt + F5 
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(i) Ctrl + M 

(ii) Ctrl + N 

(iii) Ctrl + 0 
(iv) Ctrl + C 
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