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 Instructions: 

1. All questions are compulsory unless and otherwise stated. 

2. Bold figures to the right of every question are the maximum marks for that question. 

3. Candidates are advised to attempt questions in order. 

4. Answers written illegibly are likely to be marked zero. 

5. Use of scientific calculators, Log tables, Mollier Charts is allowed. 
6. Draw neat and labeled diagrams wherever necessary. 

Q.1.  Fill in the blanks.  (5) 

 1. Normally clipboard files are saved with the ______ extension.  

 a) .CLP b) .cp  

 c) .doc d) .docx  

 2. Individual pages in PowerPoint are called as______.  

 a) Slides b) Pages  

 c) Charts d) Frames  

 3. A formula should start with the ______sign in Excel 2007.  

 a) $ b) &  

 c) = d) *  

 4. ______ Function will convert text to uppercase.  

 a) LOGEST() b) UPPER() c) SMALL() d) LARGE()  

 5. In ______view, the screen looks like a white sheet of paper.  

 a) Normal b) Print preview c) Page layout d) Web layout  
   

Q.2. State True/False.  (5) 

 1. Specific pages cannot be printed in Word.   

 2. New images can be added to the ClipArt gallery.   

 3. A database is a table in Access.   

 4. A ClipArt can be added to a slide.  

 5. Dialog boxes do not have tabs  
   

Q.3.    Answer the following.  (Solve any 5) (10) 

 1. List the types of standard templates available in Word.  

 2. What is a Transition?   

 3. What is Automatic Word Wrapping?   

 4. How will you delete unwanted Slide?   

 5. What are the uses of AutoFill?   

 6. What is a template?   
   

Q. 4. Answer the following in detail.  (Solve any 6) (30) 

 1. Write short note on Master slide  

 2. Explain referencing in the cells in Excel.   

 3. Explain Database, primary key and table in Access.   

 4. Explain the clipboard in brief.   

 5. What are the various components of Excel worksheet?   

 6. Write short notes on: a) Create borders b) Align Text.   

 7. What are the ways to delete Charts from the documents?   
   

Q. 5. Answer the following in detail. (Solve any 1) (10) 

 1. Describe chart terminology in detail.   

 2. Explain various data types and their properties in Access.   

__________________ 
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