
  

 

 

DIPLOMA EXAMINATION –  
JANUARY 2015. 

MS-WORD 

Time : 3 hours Maximum  marks : 75 

SECTION A — (20 × 1 = 20 marks) 

Answer ALL questions. 

1. The minimum number of rows and columns in MS-
Word document is ——————— 

 (a) 1 and 1  (b) 2 and 1 

 (c) 1 and 2  (d) 2 and 2 

 G®Gì ÷Áºk&À ªPUSøÓ¢u GsoUøP rows 

©ØÖ® columns —————— 

 (A) 1  ©ØÖ® 1  (B) 2 ©ØÖ® 1 

 (C) 1 ©ØÖ® 2  (D) 2 ©ØÖ® 2 

2. What is the smallest font size in font size tool? 

 (a) 8   (b) 6 

 (c) 9   (d) 5 

 DIP-418 DCAS-2 
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 Font size lÀ&À EÒÍ ªPUSøÓ¢u font size GßÚ? 

 (A) 8   (B) 6 

 (C) 9   (D) 5 

3.  Using find command in word, we can search? 

 (a) Characters  (b) Formats 

 (c) Symbols  (d) All of these 

 Find PmhøÍø¯ £¯ß£kzv |õ® Cøu ÷uh •i²® 

 (A) GÊzxUPÒ  (B) L£õº÷©m 

 (C) SÔPÒ  (D) AøÚzx® 

4.  In one-word, for what does the rules help? 

 (a) To set tabs   

 (b) To set indents 

 (c) To change the page margins    

 (d) All of these 

 ÷ÁºkÀ ruler GßÚ ö\´ÁuØS EuÄQÓx? 

 (A) Tabs Aø©¨£uØS  

 (B) Indents Aø©¨£uØS 

 (C) Margins &I ©õØÖÁuØS  

 (D) AøÚzxUS® 
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5.  By default, on which page the header or the footer 
is printed? 

 (a) On first page (b) On Alternate page 

 (c) On every page (d) None of these 

 \õuõμn©õP header AÀ»x footer G¢u £UP[PÎÀ 

print BS®? 

 (A) •uÀ £UP®  (B) JßÖÂmh £UP[PÒ 

 (C) AøÚzx £UP[PÒ (D) JßÖªÀø» 

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

 (a) View   (b) Torts 

 (c) Format  (d) Data 

 G® Gì  ÷Áºk&À G¢u ö©Ý GÊzxUPÎß AÍÄ 

©ØÖ® type face? 

 (A) Â³   (B) lÀì 

 (C) L£õº÷©m  (D) ÷hmhõ 

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

 (a)   key  (b) Enter key 

 (c) Shift enter  (d) Ctrl + Enter 



 DIP-418 4

 G®.Gì ÷Áºk&À ¦v¯ £zv Bμ®¤¨£uØS Gøu 

Pmhõ¯® AÊzu ÷Ásk®. 

 (A)   R   (B) Gshº R 

 (C) Shift + Enter (D) Ctrl + Enter 

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

 (a) New   (b) Quit 

 (c) Close   (d) Exit 

 File ö©ÝÂÀ EÒÍ G¢u option ÷Põ¨¦PøÍ 

‰kÁuØS £¯ß£kQÓx? 

 (A) New   (B) Quit 

 (C) Close   (D) Exit 

9.  What is the extension of MS-Word file 

 (a) .dot   (b) .doc 

 (c) .dom   (d) .txt 

 G® Gì ÷Áºk ÷Põ¨¦PÒ GÆÁõÖ •i²®? 

 (A) .dot   (B) .doc 

 (C) .dom   (D) .txt 

10.  Which shortcut key is used to spell check?  

 (a) F1   (b) F2 

 (c) F7   (d) F9 
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 G¢u \õmPm R spell check US £¯ß£kQÓx? 

 (A) F1   (B) F2 

 (C) F7   (D) F9 

11.  How many ways you can save a document? 

 (a) 3   (b) 4 

 (c) 2   (d) 1 

 GzuøÚ ÁÈPÎÀ }[PÒ hõUSö©ßm&I 

÷\ªUP»õ®? 

 (A) 3   (B) 4 

 (C) 2   (D) 1 

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

 (a) Right  (b) Center 

 (c) Left   (d) Top 

 ¤ßÁ¸ÁÚÁØÔÀ Gx page margin type CÀø»? 

 (A) Right  (B) Center 

 (C) Left   (D) Top 

13.  What is the default left margin in document? 

 (a) "1    (b) "25.1  

 (c) "5.1    (d) "2  
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 hõUSö©ßm&ß Ai¨£øh¯õÚ Chx margin GßÚ? 

 (A) "1    (B) "25.1  

 (C) "5.1    (D) "2  

14. Which of the following is not a font style? 

 (a) Bold   (b) Italics 

 (c) Regular  (d) Super script 

 RÌÁ¸ÁÚÁØÔÀ Gx font style CÀø»? 

 (A) Bold   (B) Italics 

 (C) Regular  (D) Super script 

15. Portrait and Landscape are 

 (a) Page orientation (b) Paper size 

 (c) Page layout (d) All the above 

 Portrait ©ØÖ® Landscape Gß£øÁ 

 (A) Page orientation (B) Paper size 

 (C) Page layout (D) AøÚzx® 

16. From which menu you can insert Header and 
Footer? 

 (a) Format menu (b) View menu 

 (c) Tools menu (d) Insert menu 
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 G¢u ö©ÝÂÀ C¸¢x Header ©ØÖ® Footer&I 

CønUP •i²® 

 (A) L£õº÷©m ö©Ý (B) Â³ ö©Ý 

 (C) lÀì ö©Ý  (D) Cß\ºm ö©Ý 

17. What is the default font used in document? 

 (a) Times New Roman 

 (b) Arial 

 (c) Algerian 

 (d) None of the above 

 hõUSö©ßm Ai¨£øh font GßÚ? 

 (A) Times New Roman 

 (B) Arial 

 (C) Algerian 

 (D) JßÖªÀø» 

18. Which of the following line spacing is invalid? 

 (a) Multiple  (b) Double 

 (c) Triple  (d) Single 

 RÌÁ¸ÁÚÁØÔÀ Gx uÁÓõÚ Line Spacing? 

 (A) Multiple  (B) Double 

 (C) Triple  (D) Single 
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19. Which of the following are word processing 
software? 

 (a) MS Word  (b) Easy Word 

 (c) Word perfect (d) All the above 

 RÌÁ¸ÁÚÁØÔÀ Gx Word Processing \õ¨m÷Áº? 

 (A) MS Word  (B) Easy Word 

 (C) Word perfect (D) AøÚzx® 

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

 (a) 35   (b) 45 

 (c) 55   (d) 65 

 GzuøÚ Põ»[PøÍ hõUSö©siÀ AvP £m\©õP 

~øÇUP»õ® 

 (A) 35   (B) 45 

 (C) 55   (D) 65 

SECTION B — (5 × 5 = 25 marks) 

Answer any FIVE questions. 

21. How to create a new word document? 

 ¦v¯ ÷Áºk hõUSö©sm&I GÆÁõÖ E¸ÁõUSÁx? 
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22. Explain Auto format. 

 Bm÷hõ L£õº÷©møh ÂÁ› 

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

 hõUSö©siÀ uØ÷£õøu¯ ÷uvø¯ ~øÇ¨£uØPõÚ 

ÁÈ•øÓø¯ GÊxP. 

24. Explain the various word file. 

 ÷Áºk ÷Põ¨¦PÎß £À÷ÁÖ ÁøPPøÍ £ØÔ ÂÁ›. 

25. Explain various text formats. 

 £À÷ÁÖ öhUìm L£õº÷©møh ÂÁ›. 

26. Explain Book mark. 

 Book mark &I ÂÁ›. 

27. Explain Copy and Cut command. 

 Copy ©ØÖ® Cut PmhøÍø¯ ÂÁ› 

28. Briefly explain Bullets and Numbering. 

 Bullets ©ØÖ® Numbering £ØÔ Â›ÁõP ÂÁ›. 
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SECTION C — (3 × 10 = 30 marks) 

Answer any THREE questions. 

29. Explain mail merge concept. 

 ö©°À ö©ºä £ØÔ ÂÁ›. 

30. Explain Spelling and Grammar command? 

 Spelling ©ØÖ® Grammar PmhøÍPøÍ ÂÁ›. 

31. How to create a table in MS-Word? 

 G® Gì ÷ÁºiÀ table &I GÆÁõÖ E¸ÁõUSÁõ´? 

32. Explain find and replace command. 

 Find ©ØÖ® Replace PmhøÍPøÍ ÂÁ›. 

33. How to create a document template? 

 hõUSö©sm öh¨¦÷Ímøh&I GÆÁõÖ 

E¸ÁõUSÁx? 

––––––––––––––– 


