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

SECTION - A 
Note : Questions numbered 1 to 10 are multiple choice 

questions. Indicate the correct choice in answer 
sheet. 

1. 	is used to send the same letter to many 	2 
people, without typing the original letter more 
than once. 
(a) Table 	(b) Page Layout 
(c) Mail Merge 	(d) All of the above 

2. From a list box, 	items are selected. 	2 
(a) only one 	(b) two 
(c) more than one (d) None of the above 

3. In File Manager, you can 	 2 
(a) Rename a file (b) Rename a directory 
(c) Both (a) and (b) (d) None of the above 
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4. 	A disk is used only after 	 it. 	 2 

(a) Formatting (b) Cleaning 
(c) Scanning 	(d) None of the above 

	

5. 	Print Preview is used to  	 2 
(a) Save the document 

(b) Print the document 

(c) View how the document will appear when 

printed 

(d) Copy the document 

	

6. 	You can use styles to  	 2 
(a) Format your documents 

(b) Save the document 

(c) Copy the document 

(d) None of the above 

	

7. 	LOWER ("Ravi") will return  
	

2 
(a) RAVI 	(b) rAVI 

(c) ravi 	 (d) None of the above 

	

8. 	Formula in MS-Excel can be edited by pressing 	2 

(a) F9 
(c) CTRL+A 

(b) F2 
(d) F3 

9. 	Following is the power point view (s) 
(a) Slide sorter 
	(b) Hand outs 

(c) Normal 
	

(d) All of the above 
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10. To pause a printer, 	 is used. 	 2 

(a) Print Preview 

(b) Print Manager 

(c) Stop Print Command 

(d) None of the above 

11. Write any 5 advantages of MS-Excel over other 10 

spread sheet packages. 

12. Explain the utilities of File Manager. 	 10 
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SECTION - B 

Note : Answer any three questions from the following : 

13. (a) What is Paintbrush ? Explain the use of 10 
Paintbrush. 

(b) What is text formatting ? Explain the 10 
paragraph style. 

14. (a) What is Header and Footer ? Explain how 10 
Header and Footer are set in a word 
document. 

(b) What is Mail Merge ? Explain advantages 10 
of Mail Merge. 

15. What is business graphics ? Explain various types 20 
of business graphics. 

16. (a) What is a work sheet ? Explain basic 10 
properties of Formula. 

(b) Explain use of following functions in 10 
MS-Excel with example : 

(i) 	LEN (text) 	(ii) RAND ( ) 

(iii) UPPER (text) 	(iv) NOW ( ) 
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3. 	#1-4-*1 74'4i 	34Tcr  	 I 	2 

(a) (-irci ch 	7:114-ichtui 

(b) 	kIchi WI 7: -ii44.1,kul 

(c) (a) 34 (b) 

(d) 3-971114 	 

	

4. 	-ft-{fi-  ch 	•k4•0 	 t 0111 	f*--ar 	2 

(a) 4,144{.41 	(b) f9117 

(c) 	 (d) Ztlij4c7 

	

5. 	trITETE-4-01 	 fTz1T Am( t I 	2 

(a)  

(b) fgua 

(c) 	 -T§f4 Fa, truz 	*wl -fkur 	? 

(d) r 4)1 mrdrorq chk4 

	

6. 	3117 	 f-07 K67--4 'TT -ROT 	c t I 	2 

(a) 3T94 	-Eh-0z 

(b)  

(c) cf.)1 sircircirq 

(d) w:R1-4U 14 'AI -1$.  
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7. LOWER ("Ravi") 

(a) RAVI 

(c) ravi 

 

	 WRI111-1-1 ch.k,If I 

(b) rAVI 

(d) 31:111Tf 11 Q1 9-gl 

 

8. MS-Excel th-TriFT 	 qeDucht 	 t 	2 

	t 

(a) F9 	 (b) F2 

(c) CTRL+A 	(d) F3 

9. P-14-1 ortsicf tticit   t I 	 2 

(a) 	t-rii4s 	(b) 	@us 31T311, 

(c) 	N14-11-4 	 (d) 31:1-4WI VA' 

10. truz7 	fqwrri 	rri f cbeil 	2 

	t 

(a) "NTT( iqq (b) 	-51-4t17 

(c) 	Stop rm 	 et 	i i 	(d) 3T:r4WI 	c4).1 

fa-Ep (-Ng, 	qolf -41 MS-Excel 'ct) 5 7.114 10 

SRI 

12. TrI7-*1 -51-4W 	siLiq 	.4-driRI 	 10 
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(b) #1-9-wr fa i azrr t ? #1-4-*-r fa ikffriT 	10 

15. °Ely-Hitch 	 t? ai141 kch 	fei-m 20 

51lte04 ,sICI 	I 

16. (a) q*1411Z ;Err t? Th-TrIT   RR 	tiCIIAdTK I 	10 

(b) 3q1(u1 TIf0 	r. r..R 74.F (MS-Excel) 	10 

14-1 	 "U1-4.R : 

(i) LEN (41,1s4iiki) 

(ii) RAND ( ) 

(iii) UPPER (Lilcolkl) 

(iv) NOW ( ) 
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