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Part A (Short Answers)

Answer all questions.
Each question carries 1 mark.

How will you set tab stops in a word document ?
What is the advantage of auto format option in MS Word ?
What would you do to check the spelling mistakes in a word document ?

How to change the row height in a table ?
What are the basic steps for printing a document ?

What is Excel slide show ?
Explain how to name a cell in a worksheet.
Bx1=8)

What is auto fill option in MS-Excel ?
Part B

Write short answers on any six questions.
Each question carries 2 marks.

Briefly explain parts of a word window.
XT and OVR modes while entering text in MS-Word.

Explain the usage of E

Write note on the use of find and re

place option in MS-Word.
inserting page breaks in Microsoft Word.

Explain with all options,
o insert header and footer to a word document.

and shading to MS-Word document.

Explain how t
o another.

Write note on adding borders
Explain the methods for copying a formula from one cell t

Write note on any two auditing tools.
her function in MS-Excel.

Explain how to nest a function within anot
e available number formats for formatting numbers in MS-Excel.
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Part C

Write short answers on any four questions.

Each question carries 4 marks.

Explain how to create a table in MS-Word
Write note on paragraph formatting option in MS-Word.
Explain how to adjust the spacing between a list bullet or number and the text.

Werite note on various templates in MS-Word.

Explain how graphics can be included in MS-Word document.
Differentiate between relative and absolute cell referencing techniques with the help of example.
(4> 4=16)

Part D

Write essays on any two questions.
Each question carries 12 marks.

Explain mail merge in MS-Word.
Explain recording, editing and running macro in MS-Word.
How are charts useful in Excel ? Compare any five chart types available in Excel
Write three examples of functions from each of the following category :
(i) Logical functions ; (ii) Mathematical functions ; (iii) Statistical functions ; (iv) Date and
(2 %12 = 24)

time functions ; (v) Text functions.



