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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 labelled diagrams wherever necessary. 

 

Q.1. A) Fill in the blanks. (Solve any 5) (5) 

 1. A_______ is a request for information.  

 2. A formula should start with_______ sign in Excel.  

 3. MS Word files are saved with_______ extension.  

 4. The area in table in which you type is called as______.  

 5. Dialog boxes do have________.  

 6. Individual pages in PowerPoint are called as_______.  

 7. The_______ is used for drawing circles.  
   

       B)  State True/False. (Solve any 5)  (5) 

 1. Graphics in Excel can be exported.  

 2. Indexing slowers the procedure of data entry.  

 3. It is possible to redo multiple actions also.  

 4. Comments cannot be printed.  

 5. <> is an arithmetic operator.  

 6. A table can have more than one primary key.  

 7. A Clipart can be added to a slide.  
   

C)  Answer the following.  (Solve any 5) (10) 

 1. List the three views in Access.  

 2. How can you crop an image?  

 3. Define Autofill in Excel.  

 4. List the ways of saving a word document.  

 5. What is Automatic word wrapping?  

 6. Define Master slide.  

 7. What is header and footer?  
   

Q. 2. Answer the following in detail.  (Solve any 6) (30) 

 1. Explain in detail the different views in PowerPoint.  

 2. Describe in detail the various ways of selecting text in Word.  

 3. Explain in detail the various components of Excel worksheet.  

 4. What is Macro in word? Explain steps to create macro.  

 5. Define: a) Database  b) Dynasets  c) Queries  

 6. Explain Conditional formatting feature in Excel in detail.  

 7. What is Clipboard in Word?  

 8. Describe the applications included in MS Office.  

Q. 3. Answer the following in detail. (30) 

 1. Explain in detail the views in Word.  

 2. Describe in detail the various terminologies associated with MS Access.  

 3. What are the formulas in Excel? Describe various formula operators in Excel.  
____________  
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