(Muitiple Choice Type Questions)
1. Choose the correct altematives for the following: :

i) A$2is ........... cell addressing. '
a) absolute b) relative ¥ ¢) mixed ' d) halt
if) Windows provides a temporary area called '
a) memory v'b) clipboard . ¢)pasie. . dyallofthese
i) Any database function in Exce! has |
! a) one argument . b) two arguments
c) three arguments , v'd) any number of arguments
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)Ma““‘e’!lehelpsln
a Pas"“gamailmh

! b) creating a mail
C)C'Bamgamailhavmgmultpleoopnw d) posting a mail
v) Which one is not a facility of MS Word?
. m
a) Spell check b) Thesaurus  ¥c) Slide show Sirech
W)Whu:hmofmefoﬂmnglsfalse"
a) Every f

work hand
b T ormatting needsselecnonofobgectbefore

can also be drawn besides inserting it
c) Windows OS allows plug-n-play facility
¥'d) OS is an application software
vii) Aniconis a
a)plctonalrepresecnauonofmesandfolders b) file
¥'c) shortcut ~ d) navigation tool
vill) .pdtis an extension of ‘
a) word file b)accessfile  c) excel file ¥'d) none of thaso
ix) References in MS-Excel are of :
a) 2 types b) 3 types ') 4 types d) none of these
~xX)Thereare .................. distinct table formats in MS-Excel.
- a)16 b) 32 c) 64 d) 256
It will be different in different version of Excel.
Group—-B

.. (Short Answer Type Questions)
2. What are Header and Footer? How will you insert header and fooler?

See'l'opu:: MS WORD, Short Answer Type Question No. 1.

3. What is filter? Explain briefly.
Sce Topic: MS EXCEL, Short Answer Type Question No. 1.

4. What is Watermark picture? Howtoapplyrlonapvchne?
SeeToplc MS WORD, Short Answer Type Question No. 3.

5. Whataremedﬁerem&sbetweenmanmlspmadsheetandelechmcspmadsheeﬂ _
SccTopc:MSEXCEL,ShorlAmer'l‘ypeQmslmNo.z.

6. What is power point? Define Handouts '
Su:'l‘oplc: MS POWERPOINT, ShortAmcr'l‘ypeQn&wnNo.z.

Group-C
(Long Answer Type Questions)

7. mmmmmteamnmmmmymmmmmmm
source of a chart in MS-Excel?

See Topic: MSEXCEl,langAmerTypeQm:lNo.l(b).

8. MmtsSoﬁwme7Whalammedﬂemntwpstoﬂwam7mWemsystem
- software, System utility software and Application software.
SeeTopoc:h{lSCELLANEOUS,LongAnswerTypeQumnNo,z_
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? What are its different features?
n CUI and GUIL., Linis P st

9. a) What is an operating sysiem
pMS-Window

'b) Write down the differences between ¢ i
c) What is the use of “Control Panel” icon i
“Control Panel’. 3
d) What is the default size of recycleoo!d b:in? a
) What is warm booting and booting? : 3.
See Topic: MISCELLANEQUS, Long Answer Type Question No

east two features of

_ s presentation? What are the
10. a) What is Custom Animation? What do you mean by loop in stide P _ _ e
major advantages of power point? g
b) Describe different types of view available in power point. - W
2) See Topic: MS POWERPOINT, Long Answer Type Question 70 5
'b) See Topic: MS POWERPOINT, Long Answer Type Question No- 1(b)-

11. Distinguish befween any three of the following:

a) Goal seek and Solver ‘

b) Auto filter and Advanced filier

c¢) Template and Wizard

A d) Workbook and Worksheet :

e) Primary key and Foreign Key. :
a) See Topic: MS EXCEL, Long Answer Type Question No. 3(a).
b) See Topic: MS EXCEL. Long Answer Type Question No. 3(b).
;))SS:: g"l"_ﬂ MS EXVCE[@ Long Answer Type Question No. 3{c). - . : -
o) See T"F_'cf MS EXCEL, Long Answer Type Question No. 3(d). e

- Topic: DATABASE MANAGEMENT SYSTEM, Short Answer Type Question No. 3.
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