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Q-1. Answer the following from the given options. 5

1 A short-cut key to cut the text is

(a} Ctri+C (b} Ctri+X {c) Ctrl+v (d) None of these
2 ‘MS-Word is used for

(a) Calculation (b) Preparing Document (c} Drawing  {d) None of these
3 MS-Excel is developed by .
(a) Apple (b} Macromedia (c) Microsoft (d) None of these
4 =MOD(25,5) function returns the answer
(a) 5 (b) 25 (c)o (d} None of these
5 MIN( ), MAX( } and AVERAGE( ) functions befong to function category.
_ {a) Statistical (b) Mathematical (c) Financial  (d) None of these
Q-2.. , Answer the following in short. {any five) 10
| 1 What is the use of Header and Footer in MS-Word?
2 Explain Go To option in MS-Word.
3 State the use of Clip-Art in MS-Word.
4 What is the difference between Function and Formula in MS-Excel?
5 Write the total number of Rows and Columns in MS-Excel.
6 Explain any two financial functions with syntax and example in MS-Excel.
7 Explain given functions. UPPER( }, WEEKDAY( )
Q-3. {a) Explain Line Spacing in MS-Word. 2
‘ (br) What is Bookmark? Write the steps to create a Bookmark in MS-Word. 3
OR

(b} Explain Page-Setup option with all its property in MS-Word.
Q-4. (a) What is the use of Macro in MS-Word?

(b)  Explain Border and Shading option in MS-Word. 3
OR
(b)  Whatis Mail-Merge in MS-Word? Explain with example. 3
Q-5. {a) Explain Cell Address in MS-Excel.. 2
(b) Write the steps to Insert, Delete and Rename a Worksheet using Menu commands in MS-Excel. 3
OR .
_ (b) Explain Sorting with all its options in MS-Excel, 3
Q-6. {a) What is the difference between NOW( ) and TODAY( ) function in MS-Excel?
{b) Explain POWER( ), SUM( } and EXACT{ } functions in MS-Excel. 3
OR
(b) List out the available charts and write the steps to create any one of them in MS-Excel. 3
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Q-1. AL YDA 200, Crseanidl 2oa [ases uRie 53 a2l 5
1. @wel cut seal diedl -5z 8l B. | '
(a) Ctrl+C (b) Ctri+X (c) Ctrl+V (d) UL 35 gL A
2. MS-Word Al Guelol LT
(a) 2112l (b) -z viAleal (c) Qo CIET R ER T
3 MS-Excel glal [ sulaaml 2udd B,
' (a) Apple (b) Macromedia (c) Microsoft (d) 2ula 315 wa 48l
4 =MOD(25,5) §52- ulews a2l 29 58, :
(a) 5 (b) 25 {c) 0 (d) 202 D5 gL AL
5 MIN{ ), MAX() 21 AVERAGE( ) 52 g8t B2012l 2R oilta B,
(a) Statistical (b) Mathematical {c) Financial  (d) 2ula 9% ugl AL 7
Q-2. A1l padleAl 25U vy AL (1R d Wik 10
1 MS-Word Wi Header 21l Footer Gualdl f &7 -
2 MS-Word Hi Go To (3560 2011,
3 MS-Word H{ Clip-Art AL G4alot dull,
4 MS-Excel vi f5ei 24 ol ez of aglad B?
5 MS-Excel ®i afeiled g 3 2ia g Sl 2dvan gl

6 MS-Excel i 3185 w21 6 Financial §58-4 ail @il 247 GelaR9lL UA A1l
7 AN g5 AU, UPPER( ), WEEKDAY( )

Q-3. {a)  MS-Word i Line Spacing 4yl 2
(b} Bookmark 2Lz& [? MS-Word Hi Bookmark ti-llaial M-l 324 Huil, 3
OR

(b)  MS-Word 4 Page-Setup del bitlt o [2L5edl 2018 uu1el,
Q4. (a)  MS-Word Hi Macro -l GuzlloL gl

(b)  MS-Word i Border and Shading (BL5cw 241eg1ell. -3
OR

(b)  Ms-Word 4l Mail-Merge 312dl 2[? Gelgzar Al uz1dl,
Q-5. f(a)  MS-Excel ™ Cell Address uel.

() MS-Excel i A, 5auiss AL GuAlol 533 a5ellz A Insert, Delete ¥ Rename $RallAl 2% il 3

OR
(b)  MS-Excel Ui Sorting f-t bl (asell G Anendl. 3
Q-6. {a)  MS-Excel Mi NOW()=id TODAY( ) §5% a2, 2 dlaa B? '
(b)  MS-Excel i POWER( ), SUM( ) @ EXACT( ) 58l umonidll. 3
OR
(b)  MS-Excel i Guuon, A1é-l a1fl =il 5 As AL talaell WAL B Ul 3
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