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Note : There are two sections in this question paper, namely 

Section - A and Section - B. All questions in 

Section - A are compulsory. For Section - B, 

any three questions need to be answered. 

SECTION-A 

Note : Question numbered 1 to 10 are multiple choice 
questions. Indicate the correct choice in 

answer sheet. 	 10x2=20 

1. You cannot close MS-Word application by 

(a) File menu—>Exit Submenu 

(b) Press Alt + F4 

(c) Click 'X' Button on Title Bar 

(d) File Menu—>Close submenu 

2. 	Which of the following is not available in the Ruler 

of MS-Word screen ? 

(a) Tab stop Box 	(b) Left Indent 

(c) Right Indent 	(d) All of the above 
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3. 	In MS-Word, Borders can be applied to 
_ . 

(a) Paragraphs (b) Cells 

(c) Text 	 (d) All of the above 

	

4. 	In MS - Word, if you want to keep track of 

different editions of a document which features 
will you use ? 

(a) Editions 	(b) Versions 

(c) Track Change (d) All of the above 

5. 	Which of the following is not a transition effect in 
MS-PowerPoint ? 

(a) Blink Diagonal 

(b) Dissolve 

(c) Fade through Black 

(d) Blinds vertical 

	

6. 	A file which contains ready-made style that can 

be used for a presentation is called 	 
(a) Auto Wizard 	(b) Template 

(c) Auto Style 	(d) Pre - formatted. ppt 

	

7. 	To insert a new slide in the current presentation, 
we can choose : 

(a) Ctrl+M 	(b) Ctrl+N 
(c) Ctr1+0 	(d) Ctrl+F 
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8. What is the name of the form used to input chart 

values in MS-PowerPoint ? 

(a) Datasheet 	(b) Spreadsheet 

(c) MS - Excel 	(d) Autoform 

9. How can you update the values of formula cells, 

if Auto calculate made of Excel is disabled ? 

(a) F8 (b) F9 (c) F10 (d) F11 

10. Which of the following option is not available in 

Paste Special Dialog Box ? 

(a) Add 	(b) Subtract 

(c) Divide 	(d) SQRT 

11. What is meant by Animation ? Explain any three 15 

different kind of animation effects applied on the 

text box in MS - PowerPoint. 

12. Differentiate between Save and Save As option 
	

5 

in MS - Office tools. 
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SECTION-B 
Note : Answer any three questions from the 

following : 

13. Explain the various fill options in MS - Excel with 20 
an example for each. 

14. Explain the various ways for formatting a 20 
paragraph in MS-Word. 

15. Explain the view options of MS-PowerPoint 20 
presentation. Along with the significance of each 
view option. 

16. How can a word document be created with two 20 
columns of text ? Also, mention the way of 

changing column width and spacing. 
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1. 	3-77 	A.  MS-Word ciq 	ct). 	t I 

(a) File menu-->Exit Submenu 

(b) Press Alt + F4 

(c) Click 'X' Button on Title Bar 

(d) File Menu-->Close submenu 

	

2. 	F11-1 Fri 	RA 	VF MS-Word t 	'TT 3ciffaT 	 

? 

(a) Tab stop Box 	(b) Left Indent 

(c) 	Right Indent 	(d) 3137:1 
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3. MS - Word 4 	 

174" 	t1 

(a) 
	

(b) 

(c) 	41c3R4R1 
	

(d) 

4. 	MS-Word -4 qfq 3Trt[ 	f917-  

-s-rtz 5-11 =410 f, 31-rcr f 	cbl 

(a) ITT (Editions) 

(b) 1iIfi'( (Versions) 

(c) T:124 LiRcick (Track change) 

(d) 37-4-4*1 'PP-ft 

5. 	Fi 	R_q 	d i 	MS-PowerPoint i 49114-1 I -5111rq 

16t? 

(a)  

(b)  

(c)  

(d)  

6. Tr19-Wff-q- 417:fR111- 	t 

fwzrr 	-1011c-11   cr)rilcir 

(a) 31'0 fq—Al 

(b)  

(c) 31V1 	 

(d) -5ft 	 ppt ( Tol #:1-r-crff) 
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7. --41:11q 1;17ifff 14 -91 	fir-Tz wT4 

: 

(a) Ctrl+M 	(b) Ctrl+N 

(c) Ctrl+O 	(d) Ctrl+F 

8. MS - PowerPoint 	4-11-1 f[471 	Tickl 

1M-1:1 chl awl 	T ? 

(a) 	3-1T-. 1 1:1-qW 	(b) 	fq- zTla 1[7T 

(c) MS - Excel 	(d) 3fraTh-T4 

9. 3W th-TiOT (41)1164 	3f .k 4-11-1 31-Erd-ff t-4 c4 

Tfrq 7-4#@ chi 	faqr 3TP1 	t? 

(a) F8 (b) F9 (c) F10 (d) F11 

10. F-14--ircirOci 	-1 T4N131--  8110-141 ciTc1+1 14 	oichr-Lf 

31:1—daT -161 t? 

(a) 	\3-11 	 (Add) 	(b) 	'El-all (Subtract) 

(c) 1-171 (Divide) (d) SQRT 

11. -cfri#719. 	 cb►  ITT 31-51317ft ? MS - PowerPoint -44 t-iic1 	15 

ciici+1 	-517 	"crr-9-4719.  

39-TT-d)' 

12. MS - Office Z,-- 1 14 Save 3-& Save As option t 	5 

3-1-d7 qlI 	I 
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31T4-117.--U 

d: F-1,--iroF4Acr -44 fwt 	f 	cht 	 : 

13. MS - Excel fdfil7 Fill rcichr-Lii.  ci->f 	 20 

Trf-o-u, 

14. MS - Word if   fq-Rm 	chi 20 

oqRsql 

15. MS - PowerPoint r7Teff .k view (77) fq-*-c-7t- 	20 

fq-k-49. 	TrTzT t-51-  view 	"TIT 1ft 

al 7 I 

16. -713V171 	arc 'f at 	 fwqr 	20 

cIQ1H c4 -c4151 	Yt3f-d-TI 	T-T-4 

ffTl-k 	%ft 	 I 
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