
  

 

 

VOCATIONAL DIPLOMA IN COMPUTER 

APPLICATION EXAMINATION —  

JUNE, 2019. 

MS WORD AND MS EXCEL 

Time : 3 hours Maximum marks : 75 

PART A — (5  5 = 25 marks) 

Answer any FIVE questions. 

1. Write short notes on Borders and shading. 

 GÀø»PÒ ©ØÖ® {Ç¼À SÖQ¯ SÔ¨¦PÒ GÊuÄ®. 

2. Write short notes on Fonts in MS-Word. 

MS-Word CÀ EÒÍ GÊzx¸UPÎÀ SÖQ¯ 
SÔ¨¦PÒ GÊuÄ®. 

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

J¸ ¦v¯ ö\õÀ BÁnzøu GÆÁõÖ E¸ÁõUSÁx? 
ÂÍUP. 

4. Describe about the Editing and Formatting 

document. 

Gimi[ ©ØÖ® ÁiÁø©¨¦ BÁnzøu¨ £ØÔ  
ÂÁ›UPÄ®. 
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5. Write various steps involved in printing a work 

book. 

÷Áø» ¦zuPzøu Aa]kÁvÀ \®£¢u¨£mh £À÷ÁÖ 
£iPøÍ GÊx[PÒ. 

6. Describe the advanced tools of Excel. 

GUö\À ÷©®£mh P¸ÂPÒ ÂÁ›UP. 

7. Explain about working with functions. 

 ö\¯À£õkPøÍa ö\¯À£kzuÁx £ØÔ ÂÍUPÄ®. 

8. What is Mail merge? Explain. 

 ö©°À JØÔøn¨¦ GßÚ? 

PART B — (5 × 10 = 50 marks) 

Answer any FIVE questions. 

Q.No. 9 and 10 compulsory. 

9. Choose the correct answer :   (10  1 = 10) 

 (a) Which of the following is not one of the three 

‘Mail Merge Helper’ steps? 

  (i) merge the two files 

  (ii) create the main document 

  (iii) set the mailing list parameters 

  (iv) create the data source 
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   J¸ ¤ßÁ¸ÁÚÁØÔÀ •ßÖ "ö©°À ö©ºä 

EuÂ' £iPÎÀ JßÖ AÀ»Áõ? 

  (i) Cµsk ÷Põ¨¦PøÍ  JßÓõUQ 

  (ii) ¤µuõÚ BÁnzøu E¸ÁõUSuÀ 

  (iii) Ag\À £mi¯À AÍÄ¸UPÒ 
Aø©UPÄ® 

  (iv)  uµÄ ‰»zøu E¸ÁõUPÄ® 

 (b) Landscape is 

  (i) A font style 

  (ii) Paper Size 

  (iii)  Page Layout 

  (iv)  Page Orientation 

  —————— {ÇØ£h® Gß£x 

  (i) J¸ GÊzx¸£õo 

  (ii) PõQu AÍÄ 

  (iii)  £UP ÁiÁø©¨¦ 

  (iv) £UP vø\ 

 (c) Ctrl + J 

  (i) Align Justify 

  (ii) Insert Hyperlink 

  (iii) Search 

  (iv) Print 
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  Ctrl + J 

  (i)  {¯õ¯¨£kzu 

  (ii) øí¨£º¼[øP ö\¸PÄ® 

  (iii) ÷uhÀ 

  (iv)  Aa_ 

 (d)  The key F12 opens a 

  (i) Save As dialog box 

  (ii) Open dialog box 

  (iii) Save dialog box 

  (iv)  Close dialog box 

  R F12 vÓ¨£x 

  (i) Eøµ¯õhÀ ö£mi¯õP ÷\ªzuøu 

  (ii) vÓ¢u Eøµ¯õhÀ ö£mi 

  (iii) Eøµ¯õhÀ ö£miø¯ ÷\ªzuøu 

  (iv) ‰k Eøµ¯õhÀ ö£mi 

 (e) Which of the following is not a font style? 

  (i) Bold 

  (ii) Italics 

  (iii) Regular 

  (iv) Superscript 
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   ¤ßÁ¸ÁvÀ G¢u GÊzx¸£õo CÀø»? 

  (i) ÷£õÀm 

  (ii) \õ´Ä 

  (iii) ÁÇUP©õÚ 

  (iv)  `¨£ºìQ›¨øh 

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

  (i) Comma 

  (ii) Normal 

  (iii) Currency 

  (iv) Percent 

   J¸  ¦v¯ £o¨¦zuPzvÀ uµÄUPõÚ C¯À 
{ø» £õo GßÚ? 

  (i) P©õ 

  (ii) C¯À£õÚ 

  (iii) |õn¯ 

  (iv) \uÃu® 

 (g) Which of the following keyboard shortcut can 
be used for creating a chart from the selected 
cells? 

  (i) F11 

  (ii) F10 

  (iii) F4 

  (iv) F2 
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  ÷uº¢öukUP¨£mh ö\ÀPÒ J¸ ÂÍUP¨£h® 
E¸ÁõUP £¯ß£kÁx ¤ßÁ¸® Âø\¨£»øP 
SÖUS ÁÈ G¢u?  

  (i) F11 

  (ii) F10 

  (iii) F4 

  (iv) F2 

 (h)  A value used in a formula that does not 

change is called a? 

  (i)  Constant 

  (ii) Cell address 

  (iii) Variable 

  (iv) Static 

  ©õÓõu J¸ `zvµzvÀ £¯ß£kzu¨£k® J¸ 
©v¨¦  

  (i)  Põßìhßm 

  (ii)  ö\À •PÁ› 

  (iii) ©õÔ 

  (iv)  {ø»¯õÚ 

 (i) A Spreadsheet contains 

  (i) Columns 

  (ii) Rows 

  (iii)  Rows and columns 

  (iv) None of the above 
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   J¸ Â›uõÒ öPõskÒÍx 

  (i) £zvPÒ 

  (ii)  Á›ø\PÒ 

  (iii)  Á›ø\PÒ ©ØÖ® £zvPÒ 

  (iv) ÷©÷» SÔ¨¤h¨£mh GxÄ® CÀø» 

 (j) Which among following is not associated 

with spelling dialogue box? 

  (i) Edit 

  (ii) Ignore 

  (iii) Ignore all 

  (iv) Change 

   ¤ßÁ¸ÁÚÁØÔÀ GÊzx¨ ¤øÇ Eøµ¯õ©À 
ö£mi öuõhº¦øh¯x Gx? 

  (i) v¸zu 

  (ii) ¦ÓUPo 

  (iii) AøÚzøu²® ¦ÓUPoUPÄ® 

  (iv) ©õØÓ® 

10. State Whether the followings are True or False:  

       (10  1 = 10) 

 (a) The data to be drawn as a chart cannot be 

selected after the chart wizard is started. 

   ÂÍUP¨£h® ÁÈPõmi öuõh[SÁuØS¨ ¤ÓS 
J¸ ÂÍUP¨£h©õP Áøµ¯¨£k® uµÄ 
÷uº¢öukUP¨£hõx. 
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 (b) Once you have created a chart you may 

change everything about the chart. 

   ÂÍUP¨£h® JßøÓ E¸ÁõUQ¯x®, 

ÂÍUP¨£hzøu¨ £ØÔ GÀ»õÁØøÓ²® 

©õØÓ»õ®. 

 (c)  To create a new worksheet, select worksheet 

from the file menu. 

  ¦v¯ £ozuõøÍ E¸ÁõUP, ÷Põ¨¦ 

ö©ÝÂ¼¸¢x £ozuõøÍ ÷uº¢öukUPÄ®. 

 (d) Cells are named by their positions either by 

rows or columns. 

   ö\ÀPÒ, Á›ø\ AÀ»x Á›ø\PÍõÀ AÁØÔß 

{ø»PÍõÀ ö£¯›h¨£kQßÓÚ. 

 (e) A workbook is a grid with labeled columns 

and rows. 

   J¸ £o¨¦zuP® Gß£x ö£¯›h¨£mh 

£zvPÒ ©ØÖ® Á›ø\PÒ. 

 (f) The Cut and Paste commands work the same 

way within a table as they do in a document 

   öÁmk ©ØÖ® Jmk PmhøÍPÒ J¸ 

BÁnzvÀ J¸ ÷©øá°À EÒÍ A÷u ÁÈ°À 

÷Áø» ö\´QßÓÚ. 
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 (g) Text boxes do not expand as you add text to 

them. 

   Eøµ¨ ö£miPÒ }[PÒ AÁºPÐUS Eøµ 

÷\ºUS® ÷£õx Â›ÁõUP •i¯õx? 

 (h)  You cannot resize a Word Art object. 

   }[PÒ ÷Áºm Bºm ö£õ¸Îß AÍøÁ ©õØÓ 

•i¯õx. 

 (i) You can apply borders or shading to any 

amount of text. 

   }[PÒ G¢u AÍÄ EøµUS GÀø»PøÍ AÀ»x 

{ÇÀ £¯ß£kzu»õ®. 

 (j) Word automatically renumbers a list when 

you insert, move, copy, or delete items. 

   }[PÒ ö\¸S® ÷£õx, |PºzxÁuØS, 

|Pö»kUP AÀ»x }US® ÷£õx Word uõÚõP 

J¸ £mi¯ø»U Pmk¨£kzu¨£kQÓx. 

11. What is Find and Replace and what are the steps 

to Find and Replace? 

 Psk¤iUPÄ® ©õØÓÄ® GßÓõÀ GßÚ? 

Psk¤izx ©õØÓÄ® EshõÚ £i{ø»øPÒ GßÚ? 

12. Discuss the various text formats with examples. 

 GkzxUPõmkhß £À÷ÁÖ Eøµ ÁiÁø©¨¦PøÍ¨ 

£ØÔ P»¢xøµ¯õk[PÒ. 
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13. Explain the basic features of Word Processor. 

 ÷Áºm ¤µõ\\›ß Ai¨£øh A®\[PøÍ ÂÍUPÄ®. 

14. What are the various charts in Excel worksheet? 

Explain. 

GUö\À £ozuõÒ EÒÍ £À÷ÁÖ Áøµ£h[PÒ 
GßÚ? ÂÍUP. 

15. Describe the applications of electronic 

spreadsheet. 

 ªßÚÝ Â›uõÒ £¯ß£õkPøÍ ÂÁ›UPÄ®. 

16. With suitable example explain the uses of 

conditional formatting. 

 {£¢uøÚ¯ØÓ ÁiÁø©¨¦PøÍ¨ £¯ß£kzxÁuØS 
ö£õ¸zu©õÚ GkzxUPõmhõP ÂÍ[SQÓx. 

——––––––––– 


