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L Write the appropriate option for following questions. (15%2=30)
Q1. Header and Footers are visible in ‘

(@) Normal view (b) Page layout view

(c)  Print layout view (d) Draft view
Ans’ .........................................................................................................
Q2. Short Cut Key to access Font dialogue box is

(@ Ctrl+F (b) Ctrl+F7

(c) Ctrl+D (d) Ctrll+Alt+F
ATIS. o« oo oo e et aettieteseessesseessestesseneessteraesstssaTsant st ettt EETEES
.............................. ‘Y
Q3. The Process of removing unwanted part of an ifnage is called

(a) Hiding (b) Bodering

(c) Cropping (d) Cutting
AT« obsts ge e vssme ane s s A G LTS G Ra S § 8 s ommsidanahARTARATeR THOUPTATTRmys v 4908 S e RERTetBIRORET
Q4. Example for Range in Excell is

(a) Al :Al0 (b) Al:Pl L1t

(c) Al1:P10 (d) All of the above /
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QS. Two Kinds of main memory are:- d Ram @
(a)  Primary and Secondary (b) Rolm ; ?he above
(¢) Random and sequential (d) allo

O i d Typefa
size and Typeface.
Which Menu in MS-Word can be used to change character
(@ View (b) Format
(¢)  Tools (d) Data
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Q6. Interéection of, the column and a Row is
(@ Column - (b) Value
() Address | (d) Cell
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ooooooooo

...........
..................................................................

eecccccscecses,
oo secseccsscccs .
. eecsssccce oo

R A T T T T

- Q7. Excell formula starts with

@ * ~ ®) =
© 3 - | (d C
-~ OR Nk 4
A Value used in formula that does not change is called a
(a)-© Constant : (b) ~Variable
() ~ Cell Address = . - -(d) - Dynamic
B T RN - SOl S R T S SR o
Q8. Which one of the following is not one of Powér Points Views?
" (a) Slide Show View © .(b) Slide View
(c) Presentation View (d) - Outline View
AS e
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Qo.

The function Which returns TRUE or FALSE

Y AND (b) IF

(c) Count (d) Sum

~ OR

Shortcut key to insert New Slide is

(@ Cul+N (b) Ctrl+S

() Ctrl+M (d) Ctrl+T
DS ettt ettt et ettt e
Q10. The Number 15AF is in

“(a)  Binary Number System (b) Octal Number System

(¢) Hexa decimal Number System (d) Decimal Number System _
Ans. ...................................................................................................
Q11. (1001 1‘1 02), is Valid Binary Number |

(@ True (b) False
ALIS, 4 e e T s e i ie e dagisasannedorannsennsasessssnnnssnsonnsensssnnsnnnnmnnmnns s sas e
Q12. Each MS-Word file is called

(a) Document ‘ ~(b) Workbook

(c) Slide - (d) None of above

" OR »

If function in Excell is an example for

(@) Logical Function (b) Text Function

(c) Statistical Function (d) Mathematical Function
ATIS. erernene e e s
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Q13. Auto text, Auto Correction, i ool .

(@)  Proofing tools (d) Graphic tools

(c)  Checking tools SUUUPTTROVPPREPPPT LT LSO
AT 1ot e
Q14. Excel 2003 version has 256 Rows

(@) True (b) False

OR
Hard disk is an example for
<sats are

(a) Volatile Memory (b) Application SO

(¢) Non-Volatile Memory (d) System Software ‘
N L AR AL LA L L L PP N
Q15. Portriate and Landscape are types of

OR 4
- F7 is shortcut key for

ANST oosinals SRR B e e e ol
II.  Answer the following Questions. (5%6=30)
Q16. Expand following Accronyms.

(a) EEPROM ‘ | (b) ENIAC ’ (c) MIPS
ADS o T v

o _ o TR L e
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Q17. Write Excell Formulas to following Problems.
Rashtriya Sanskrit Sansthan

(@) To get the word "Sanskrit"
(b)  To get the word "Sanstan"
(¢) To Count the length of that word .

OR
Convert the following

(@) 15F to Octal

(b) (153), to Hexadecimal
(¢) 178 to Octal

(d) (51),to Binary
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Q18. Write the uses of the following shortcut keys in Excel.

(a) Ctrl+S (b) Cul+D
(¢) Ctrl + page down (d) Ctrl +P

e Ctr »
(e) 1 + Left Arrow (® Ctrl + Down Arrow

| OR

Describe the uses of following in MS-Word

a) Al '
Ec; : li gnrn.ent : (b) Orientation

ormating
Ans......oovvvvnnn... (d) PrOOﬁng tOOIS
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Q19.'With respect to Power Point describe the uses & following.
(a) . Themes (b) Animation
(c) Slides
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Q20. Explain any three text functions available in Excell.

OR

Write the steps of inserting a chart in MS-Word.
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III.  Answer the following questions. (1x20=20)

Q-—l mlat ig 1\’10. r (3? [

S - ‘l l]]el pﬁ *‘pla. ‘: ‘ .
1 1 s ness o M'l lt' . Wllte the BaSIC Steps
HIVOIVed 1mn Crent“]o n]ail lnCl‘gc ¢ l‘ Me =

Explain followi o
Xplain following Excell Functions with their Syntax and the Example.

.(a) SUMIF
(@) (b) COUNTA

(c) AND ’
(d) 1IF

© IF M MIN
OR

\\‘.hat is office automation? Explain any 3 applications undere MS-office Package
with their usage.
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