VDP-433 VDCA-2

VOCATIONAL DIPLOMA IN COMPUTER
APPLICATION EXAMINATION —
JUNE, 2019.

MS WORD AND MS EXCEL

Time : 3 hours Maximum marks : 75
PART A — (5 x 5 = 25 marks)
Answer any FIVE questions.

1. Write short notes on Borders and shading.
eTeana e LHMID Hlpalled @GmiSlu GNILILSET eT(pSaLb.

2. Write short notes on Fonts in MS-Word.
MS-Word @& odmer  erpsgimasaicd  @mdlw
GOILLGET eT(9Sa D,

3. How to create a new word document? Explain.

@@ YHw Qamed ,euammdensd eTeleUmm) 2 (heuTdh@Heug)?
cllerds.

4. Describe about the Editing and Formatting
document.

eTigllgml  WHMID  elgelenolil] peuaTsSmsls Lol
aSlaufl&sa]|.



Write various steps involved in printing a work
book.

Caumer a5 &8 (Heudled Fbubsliil L uoCam)
LIlg SEDEIT 6T(LPGIMIGET.
Describe the advanced tools of Excel.

er&50F Gobul L gmelser alloufss.

Explain about working with functions.

Qeweourhsmerd Funupsseug UM eblarsse, .

What is Mail merge? Explain.

Qudled epmlenenTiiL eTeime?
PART B — (5 x 10 = 50 marks)
Answer any FIVE questions.
Q.No. 9 and 10 compulsory.

Choose the correct answer : (10 x 1 =10)

(a) Which of the following is not one of the three
‘Mail Merge Helper’ steps?

(1) merge the two files
(i) create the main document
(i11) set the mailing list parameters

(1v) create the data source

2 VDP-433



(b)

(©

@ Yemeumeuareummled (perm ‘Glouder Gloisd

2 564’ Lilg&atleh epeimm jebeveum?

D) @uer® CamliLsemer anrés

(1) YpsTer eSS 2 (THeU TS G560

(111) =EpFD U ig w6 S| 6TE(TH&HSET
S|DLDEGSHELD

1v) 576 PSS 2 (HEUTESE LD

Landscape 1s

(1 A font style

(11) Paper Size

(111) Page Layout

(iv) Page Orientation

BllpHuUL LD eTemLIg)
D) @@ awss @

(1) srdls ere]

(111) u&s algeueLOLiL

iv) uss Heans

Ctrl +J

(1  Align Justify

(11) Insert Hyperlink

(111) Search

(iv) Print
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Ctrl+d
B Humuinss
(i) eapliufdhiens Cemsab
(i) GsLed
1v) &

(d) The key F12 opens a
(1) Save As dialog box
(1) Open dialog box
(111) Save dialog box
(iv) Close dialog box
EF12 dipling
@) eceyuried Quigwrs Callssms
i) SHppg 2 arum e Gy
(i) e eyure Qulew Calssms
iv)  ep® 2epumed Gutig

(e) Which of the following is not a font style?
(1) Bold
(1) Italics
(111) Regular
(iv) Superscript
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®

(@

Yetremeudled eTbs 6T(LpSgI(HLMenfl @eane?
1 CGumebl_

(1) emley

(111)  eupsLOmen

v)  @uurevdlfiien

The default style for new data keyed in a
new workbook is?

(1) Comma

(1) Normal

(1i11) Currency

(iv) Percent

@6 Ufu uaiiiussssdle sreissrar Gue
Bleney Limewtl ereimen?

(i) swom

(1) @ueéumen

(1)  mmewTw

(iv) s&saisd

Which of the following keyboard shortcut can

be used for creating a chart from the selected
cells?

@ F11
@) F10
(1) F4
@v) F2
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(h)

®

CombOgshassiul L QFasar @ aflemdsliuLLb
2 (Heunsds LwerU(heugl Memeumd ellensliLivend
GOEEG fl orps?

G Fi1
() F10
(i) T4
(v) F2

A value used in a formula that does not
change is called a?

(1) Constant

(1) Cell address

(i11) Variable

(iv) Static

LIDTS Q@H GSETSHD LEUESSLLOL @O
I

1) sremevLe_

(i) Qg wseur

(1i1) M

iv) Heeowrer

A Spreadsheet contains
1 Columns

(1) Rows

(111) Rows and columns

(iv) None of the above
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0)

e Mg mer Clamevr(Herers

1)  usdser

(G1) eufeweser

(1) euflensser LHMILD LSS ST

(1v) CwGe @MU’ L eTgieyb @eame
Which among following is not associated
with spelling dialogue box?

1 Edit

(i1) Ignore

(i11) Ignore all

(iv) Change

Yetrelpeuameumdled er(pSgiLs Genp 2 FuImDe
Quiiy QsmTLenLwig) 6Tg)?

O dnss

1) ypssenf

(i) SmanFmswb Unssamilsse b

(iv) wrHoLDd

10. State Whether the followings are True or False:

(a)

(10 x 1 = 10)

The data to be drawn as a chart cannot be
selected after the chart wizard is started.

edlergslLLD elflsT g QT miGeaugsH@&U 9N E
@M  eletdsluLrs  eueulLBL  Srey

CaimbOgHasiuLTg).
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(b)

(©

(d)

(e)

®

Once you have created a chart you may
change everything about the chart.

NeTEHFLILIL LD QETEn M 2 (HeUTGS LD,
eller&slILLSensL umol CTEOMEUHEMULD
LOTMHDHEOTLD.

To create a new worksheet, select worksheet
from the file menu.

H&lw ueanflggrenar 2 (HoUMTES, GamiiLy
Quayelell(mppg uailssraner GCambls[H&se L.

Cells are named by their positions either by
rows or columns.

Qavaar, cuflens Djevegl auilanasearmed e mdler
Blenavasermed Guwifl i@ &lemmen.

A workbook is a grid with labeled columns
and rows.

@M umilliysssd  ererugl  CLwfLOul L
ugSlger Hmibd elflengsar.
The Cut and Paste commands work the same

way within a table as they do in a document

Geull(® wHODd @l( sSlLeeTaser 6
palarsdled e Cansuied o arer G5 cuidlulled
Ceuenev QiSlermaer.
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11.

12.

(@

(h)

@

0)

Text boxes do not expand as you add text to
them.

2 eyl CQuligsdr ﬁiré.l&;@h SUTHEHESE 2 i
Cargeb Cung eflfleurds (piqwimg?

You cannot resize a Word Art object.

Braigar Geaum oy Qurefer ojemency WTHD
Plg M)

You can apply borders or shading to any
amount of text.

BRIGET 6THS D6T6 2 & E TEOMAOSMET AHDOF]
Blped LIWETLI(H&SELD.

Word automatically renumbers a list when
you insert, move, copy, or delete items.
fragar  CQemen  Curg, — BaTSSHUSHE,
BEO0[H&E ddwg Bigb Gurg Word srerms
@@ ULl iguaned sL_HUu(BSsiuGEng.

What is Find and Replace and what are the steps
to Find and Replace?

&er (L4919 &6 LD LTHOHE|LD GTETM TV GTGOTEHT?

ser (191458 LOTHHE|LD 2_6HwTLTen Lilq.5lenaens 6T eTemen?

Discuss the various text formats with examples.

THSHSHT_(HLen LOCaum 2 ellgeuambLILGMmeTL
DM SeOHSGIEHTUIT(HBISET.
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13.

14.

15.

16.

Explain the basic features of Word Processor.
Cauml Wipmaaflen ojqliLemL bgFhIGMET eleTdso, L.
What are the various charts in Excel worksheet?
Explain.

T&OFed Lemligsmear o drer LGoum  GUEMTLILBIGET
eTanen? eNlemde.

Describe the applications of  electronic
spreadsheet.

Werenay ellfigmer LweLT(HEemer efleuflésea|Lb.

With suitable example explain the uses of
conditional formatting.

Blubseaemunm ellgelamoligmert UwWeaTUhSSHIeIsnE
QurmssLTeT T(HSSHISHT_L & a6 &GS mg|.
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