
  

 

 

DIPLOMA  EXAMINATION –  
JANUARY 2015 

DTP Operator 

WINDOWS AND WORD 

Time : 3 hours Maximum  marks : 75 

SECTION A — (20  1 = 20 marks)  

Answer ALL questions. 

 Choose the correct answer :  

1. F7 is the shortcut key for 

 (a) Spelling  (b) Exit 

 (c) Translate  (d) None 

 F7 Gß£x  CuØPõÚ åõºmPm R 

 (A) ìö£À¼[  (B) GUêm 

 (C) iμõßì÷hm (D) GxÄªÀø» 

2. RAM denotes 

 (a) Random Available Memory 

 (b) Random Access Memory 

 (c) Random Action  Memory    

 (d) None  
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 RAM  Gß£x 

 (A) Random Available Memory    

 (B) Random Access Memory 

 (C)  Random Action  Memory 

 (D) GxÄªÀø» 

3. Characteristics of a computer 

 (a) Slow   (b) Diligence 

 (c) I.Q.   (d) Feelings 

 P®¨³mh›ß Sn® 

  (A) ö©xÁõP  (B) ÷\õ®£¼ßø© 

  (C) ¦zvTºø©  (D) Enºa] AØÓx 

4. To select Non-adjacent files press 

 (a) Shift   (b) Alt 

 (c) Ctrl   (d) Ctrl+A 

 £UPzvÀ EÒÍ ÷Põ¨¦PøÍ ÷uºÄ ö\´¯ 

  (A) Shift   (B)  Alt  

  (C) Ctrl   (D)  Ctrl+A  

5. Internet explorer is a  

 (a) Browser  (b) Virus 

 (c) Hardware  (d) Antivirus 



 DIP–378 3

 Internet explorer Gß£x 

  (A) ¤öμìéº  (B) øÁμì 

  (C) íõºm÷Áº  (D) Bsmi øÁμì 

6. Mailmerge option is available in  

 (a) Type menu  (b) Tools  menu 

 (c) Window menu (d) Format menu 

  ö©°À ö©ºä B¨åß GvÀ Gß£x 

  (A) øh¨ ö©Ý  (B) lÀì ö©Ý 

  (C) Âs÷hõ ö©Ý (D) L£õº÷©m ö©Ý 

7. The function key to goto a specified page is  

 (a) F2   (b) F5 

 (c) F4   (d) F10 

 J¸ SÔ¨¤mh £UPzvØS ö\ÀÁuØPõÚ function key 

 (A) F2   (B) F5 

 (C) F4   (D) F10 

8. Change case option is available in  

 (a) Format menu (b) Edit menu 

 (c) View menu (d) Window menu 

  ÷\ßä ÷Pì B¨åß RÌPsh ö©ÝÂÀ EÒÍx 

 (A) L£õº÷©m ö©Ý (B) Gimö©Ý 

  (C) Â³ö©Ý  (D) Âs÷hõ ö©Ý 
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9. The shortcut key to select the full document is  

 (a) Ctrl+F  (b) Ctrl+A 

 (c) Ctrl+S  (d) Ctrl+B 

 •Ê hõUS ö©søh²® ÷uºÄ ö\´¯ 

£¯ß£kzu¨£k® åõºPm ^ 

  (A) Ctrl+F  (B) Ctrl+A 

  (C) Ctrl+S  (D) Ctrl+B 

10. AI stands for 

 (a) Arithmetic Instructions 

 (b) Arithmetic Instrument 

 (c) Artificial Intelligence 

 (d) Artificial Instruction 

 AI°ß Â›ÁõUP® 

  (A) A›zö©miU CßìmμUåß    

  (B) A›zö©miU Cßìmkö©sm 

  (C) BºmiL¤]¯À Cßh¼öáßì 

  (D) BºmiL¤]¯À CßìmμUåß 

11. CPU stands for 

 (a) Central Processing Unit    

 (b) Centre Processing Unit  

 (c) Control Processing Unit     

 (d) None of the above 
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 CPU Â›ÁõUP® 

 (A) Central Processing Unit     

 (B) Centre Processing Unit 

 (C) Control Processing Unit     

 (D) JßÖªÀø» 

12. Complier is a  

 (a) Memory  (b) Input device 

 (c) Output device (d) Software 

 Complier Gß£x 

 (A) ö©©›  (B) Cß¦m iøÁì 

  (C) AÄm¦m iøÁì (D) \õ¨m÷Áº 

13. Viruses are categorized into 

 (a) 2 types  (b) 3 types 

 (c) 4 types  (d) 5 types 

 øÁμøé GzuøÚ ¤›ÄPÍõP ¤›UP»õ®? 

  (A) 2 ÁøPPÒ  (B) 3 ÁøPPÒ 

  (C) 4 ÁøPPÒ  (D) 5 ÁøPPÒ 

14. The option to hide the file is  

 (a) Read only  (b) Write only 

 (c) Archive  (d) Hidden 
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  Lø£ø» ©øÓ¯ øÁUS® B¨åß 

  (A) Read only  (B) Write only 

  (C) Archive  (D) Hidden 

15. To create text effect choose 

 (a) Clip Art  (b) Word Art 

 (c) 3-D   (d) None 

 GÊzxUPøÍ ©õÖ£mh ÂuzvÀ öPõsk Áμ 

 (A) QÍ¨ Bºm  (B) ÷Áºk Bºm 

 (C) 3–D   (D) JßÖªÀø» 

16. The minimum zoom percentage is  

 (a) 10   (b) 5 

 (c) 25   (d) 50 

 SøÓ¢u AÍÄ zoom \uÃu® Gß£x 

  (A) 10   (B) 5 

  (C) 25   (D) 50 

17. We can draw sketches or diagrams directly on the 
screen using  

 (a) mouse  (b) joystick 

 (c) keyboard  (d) light pen 
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 P®³mhº ìQ›ÛÀ  ÷|μi¯õP £h[øÍ Áøμ¯ 

EuÄ® 

  (A) ©Äì  (B) áõìiU 

  (C) R÷£õºm  (D) ø»mö£ß 

18. PROM is a  

 (a) Primary storage device    

 (b) Secondary storage device 

 (c) Master storage device   

 (d) All the above 

 PROM Gß£x 

  (A)  ¤øμ©› ì÷hõ÷μä iøÁì    

  (B) ö\Pßh› ì÷hõ÷μä iøÁì 

  (C) ©õìh¨ ì÷hõ÷μä iøÁì    

  (D) AøÚzx® 

19. Shortcut to change font size is 

 (a) Alt+Shift+P (b) Alt+Ctrl+P 

 (c) Ctrl+Shift+P (d) Ctrl+Alt+P 

 L£õsiß AÍøÁ ©õØÓ EuÄ® åõmPm R 

 (A) Alt+Shift+P (B) Alt+Ctrl+P 

 (C) Ctrl+Shift+P (D) Ctrl+Alt+P 
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20. Daisy wheel is a ———————device 

 (a) Input  (b) Output 

 (c) I/P   (d) None 

 öh´] ÃÀ Gß£x ——————— P¸Â. 

 (A) Cß¦m  (B) AÄm¦m 

 (C) I/P   (D)  JßÖªÀø» 

SECTION B — (5  5 = 25 marks)  

Answer any FIVE questions. 

21. Write merge cells and split cells in a table. 

 Table–¼À EÒÍ ö©ºä ö\À ©ØÖ® ì¤›m ö\À 

£ØÔ  GÊx. 

22. Write the characteristics of computer. 

 P®¨³mh›ß Sn[PøÍ GÊx. 

23. What is computer virus? 

 P®¨³mhº øÁμì GßÓõÀ GßÚ?  

24. Write the differences between computer and 
calculator. 

 P®³mhº, PõÀS÷»mh¸US® EÒÍ Âzv¯õ\[PøÍ 

GÊx. 
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25. Write short notes on accessories. 

 Accessories £ØÔ ]Ö SÔ¨¦ ÁøμP. 

26. How will you create label in word? Explain. 

 ÷Áºk–À label GÆÁõÖ E¸ÁõUP»õ®? ÂÍUSP. 

27. Differentiate RAM and ROM. 

  RAM ©ØÖ® ROM ø¯ ÷ÁÖ£kzv PõsP. 

28.  Discuss Task bar and Start menu properties. 

  Task bar ©ØÖ® Start ö©ÝÂß £s¦PøÍ 

ÂÍUSP. 

SECTION C — (3  10 = 30 marks) 

Answer any THREE questions. 

29.  Explain the booting process of the computer. 

  Booting ¤μõ\ì–I £ØÔ ÂÁ›. 

30.  What is WWW? Explain in detail. 

  WWW GßÓõÀ GßÚ? ÂÍUP® AÎUP. 

31.  Explain the components of computer with a neat 
diagram. 

  P®³mh›ß £õP[PøÍ £hzxhß ÂÍUSP. 
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32.  What is Macro? Explain in detail how to create it. 

  ÷©U÷μõ GßÓõÀ GßÚ? Aøu E¸ÁõUS® •øÓø¯ 

£ØÔ ÂÁ›. 

33.  What the Internet offers? 

 Cshºö|m ‰»©õP |õ® ö£Ö® \¾øPPÒ GßÚ? 

——————— 


