DIP-418 DCAS-2

DIPLOMA EXAMINATION —
JANUARY 2015.
MS-WORD
Time : 3 hours Maximum marks: 75

SECTION A — (20 x 1 = 20 marks)

Answer ALL questions.

1. The minimum number of rows and columns in MS-
Word document is
(a) landl1 (b) 2andl1
(c) 1land2 (d) 2and2

erberev  Ceur(h-ov  WsHGMDHS eTamanilEmns rows
LHmid columns

(=) 1 wpmidl (<) 2 wpmd 1
(@) 1wopmb?2 () 2 womib 2

2. What is the smallest font size in font size tool?
(@ 8 b) 6

© 9 d 5



Font size @év-e 2 drer Blas@anbs font size eremen?

(<) 8 (=) 6

(@) 9 () 5

Using find command in word, we can search?

(a) Characters (b) Formats

(¢) Symbols (d) All of these

Find sl Lenerenw tweti(hgH Brbd @eng CHL (1pigubd
() eT(WSGIESET (<) ool

(&) @ ()  SAman$gIbd

In one-word, for what does the rules help?
(a) To set tabs

(b) To set indents

(¢) Tochange the page margins

(d) All of these

Geurr(He ruler eremmen GeliousnE 256 dmg)?
(=1) Tabs sjenwliLgna

(<4) Indents ewliLgnE

(@) Margins - wrHHICISHG

(FF)  AMETGFIHESLD
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By default, on which page the header or the footer
is printed?

(a) On first page (b) On Alternate page
(¢) On every page (d) None of these
gngryenrons header wag footer erpg LIGSRISaT D
print «,@mn?

() s LssLD (=) @emmedl L Lsshse
(@) owarsg LssmIgEET (F)  earmidlaane

Which menu in MS Word can be used to change
character size and type face?

(a) View (b) Torts

(¢) Format (d) Data

ord erev  Ceum(H-ed 6rhF Cloay er(psgissafler oera]
womib type face?

(<) oy, (<) Bevav

(@) ooumiGLl (FF)  Guiom

Which key should be pressed to start a new
paragraph in MS-word?

(a)  key (b) Enter key

(¢)  Shift enter (d) Ctrl + Enter
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10.

erb.ete Cour(h-a0 YHw ugd wrblliusnE Tams
LMD (&5 Ceuam(HLd.

(o) & (<) eraqrLim &

(@) Shift + Enter () Ctrl + Enter

Which option is file pull-down menu is used to
close a file

(a) New (b) Quit

(¢) Close (d) Exit

File Quayeller oerer erpg option Camligenar
ep(Heusn@ Lwer (Hdlmg)?

(=) New (<) Quit

(@) Close () Exit

What is the extension of MS-Word file

(a) .dot (b) .doc
(¢ .dom (d) .txt
6TLd erav Goum(h) CHMILSET eTeueUTm) (LPlgUL{LD?
(=) .dot (<) .doc
(@) .dom () .txt

Which shortcut key is used to spell check?
(a) F1 (b) F2
(0 F7 (d) F9
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11.

12.

13.

orps enlsl & spell check &g vwearLBH g ?
(<) F1 (<) F2
(@) F7 () F9

How many ways you can save a document?

(@) 3 (b) 4

© 2 @ 1

CTEHSHENET auflsafled Bréiger L& et~
Calggemb?

(=1) 3 (=) 4

(@) 2 (r) 1

Which of the following is not a type of page
margin?

(a) Right (b) Center

(¢) Left (d) Top
Yetreu(Heuaeudled 6Tg page margin type @éeme?
(=) Right (<) Center

(@) Left () Top

What is the default left margin in document?
(a) 1" (b) 1.25"
() 1.5" @ 2"

5 DIP-418



14.

15.

16.

L& @O LOEITL_- 63T <2ilq LILIGHL_IT6 @)L_&| Margin erees?

(@) 1" (<) 1.25"

(@) 1.5" (FF) 2"

Which of the following is not a font style?
(a) Bold (b) Italics

(¢) Regular (d) Super script

Epaumeuaeupmled erg font style @evanen?
(=1) Bold (<) Italics
(@) Regular (rr) Super script

Portrait and Landscape are

(a) Page orientation (b) Paper size

(¢) Pagelayout (d) All the above
Portrait wmmidb Landscape ereniena

(=) Page orientation (<) Paper size

(@) Page layout (FF)  S|merdg)d

From which menu you can insert Header and
Footer?

(a) Format menu (b) View menu

(¢) Tools menu (d) Insert menu
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17.

18.

g GCeyaier @mns Header wpmmid Footer-g

@eanenT&s (LplguLd

(1) oGl Gy (<) aflw, Clweny
(@) Geved Guog (%) @ensin Guogy
What is the default font used in document?
(a) Times New Roman

(b) Arial

(¢) Algerian

(d) None of the above

L& @0lwen g Liient font eretren?

(<) Times New Roman
(<) Arial

(@) Algerian

(F)  epemmidlebeney

Which of the following line spacing is invalid?

(a) Multiple (b) Double

(c) Triple (d) Single
Epeumeauareupdled org Haummern Line Spacing?
(=) Multiple (<) Double

(@) Triple () Single
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19.

20.

21.

Which of the following are word processing
software?

(a) MS Word (b) Easy Word

(¢) Word perfect (d) All the above
Epeumeuareunmler ergy Word Processing smii Ceur?
(<=1) MS Word (<) Easy Word

(@) Word perfect (F)  daTSHgID

How many column can you insert in a word
document in maximum?

(@ 35 (o) 45
() 55 (d) 65

THESMET STEOBISGEMET LTHG6WaTqe) Hes UL FOTE
BIEDLOGSHEOITLD

(1) 35 (=) 45
(@) 55 (FF) 65
SECTION B — (5 x 5 = 25 marks)
Answer any FIVE questions.
How to create a new word document?

Yl Coulr() Lmé @6l oeuTt -85 eTeleumml  (heu T @] ?
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22.

23.

24.

25.

26.

217.

28.

Explain Auto format.
LG SoumiGulanL efleu

Write the steps to insert the current date 1is
document.

Lrs@0weamgd snCumasw Cosdlepw mepplilisnarer
UL(PENMENLI GT(LDSI5.

Explain the various word file.

Caurr(® Camliyseflen LiCeum cuangsaer LHMH efleur.
Explain various text formats.

LCGaum GLdeavl ooumiGuolen afleurl.

Explain Book mark.

Book mark -m; efeufl.

Explain Copy and Cut command.

Copy wpmib Cut s Lemerenws afleu

Briefly explain Bullets and Numbering.

Bullets wpmiib Numbering Ll eflfleurs efleu.
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29.

30.

31.

32.

33.

SECTION C — (3 x 10 = 30 marks)
Answer any THREE questions.

Explain mail merge concept.

Quuldleb Qorrey LimM efleur.

Explain Spelling and Grammar command?
Spelling wpmib Grammar s Lanersener elleurl.
How to create a table in MS-Word?

6TLd erav Geuiged table -g ereuoummy o (Heums@eumi?
Explain find and replace command.

Find wpmib Replace s Lanearseaner afleaul.

How to create a document template?

L& &Gl LoesrL QLUiyGerlenL-g GTeUGUITM)
2 _(HeUTE G 6US]?
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