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Part – A

I. Choose the best answer.                                                 Marks - 10
1. The flash vertical bar on the screen.

a) Cursor or Insertion point    b) space bar            c) Vertical bar.

2. To spell check a document, we use this shortcut key.

a)   F7         b) Ctrl + N    c) Ctrl N + M.

3. Clipboard is a ___________ of windows.

a) Component         b) article                 c) folder.

4. User can give single space a paragraph with ______combination of keys.
 a)  Ctrl+1     b) Ctrl+2         c) Ctrl+3
5. Microsoft Publisher is a ______________ program.

a) Desktop publishing           b) graphics           c) calculator.

6. To explore the world wide web, we use one of the products of Microsoft.

a) Internet Explorer        b) Netscape navigator     c) MS- Frontpage.

7. A ___________ enables us to create, edit, print and save document.

a) Microsoft Word        b) Power point  c) Microsoft Outlook.
8. Point size is indicated by a ______________.

a) character        b) number         c) decimal.

9. The program automatically moves down to the next line, this feature is called______________.

 a) Word warp          b) auto-text    c)wording
10. To find text in a document ______combination of keys are used.

a) Ctrl + F      b) Ctrl + A          c) Ctrl.

II. Fill in the blanks.                                                     Marks -  10
[Format,       creating,         Shortcut keys,     disappears,      Format, 
Microsoft Outlook, Point size, Microsoft PowerPoint , Standard Toolbar,   Edit ]
1. __________________ Located below menu bar provide quick access o word most frequently used commands and utilities.
2. _________________ available speed up data entry and formatting.

3. When you move data the data ____________ from its original location. 

4. At ____________bar you can assign fonts, sizes, bold, italic and other font and paragraph settings.

5. Find command is in __________ menu.
6. Column setting is in ________menu
7. _____________________ is indicated by a number.
8. _________________________ is presentation program in which we can create and give onscreen presentation.

9. An E- Mail and contact management program with which we can manage appointments, addresses is _____________________

10. When we key in a document for the first time, we say we are______________ a document.

III  State True or False                                             Marks – 10
1. Find and replace feature in word takes a lot time [             ]
2. If a user wants to discontinue the search click on cancel button [              ]
3. Replace command will replace all occurrences of the found text with the 






2

“Replace text” but doesn’t notify the total number of replacements [           ]
4. Column setting in Edit menu [               ]
5. If paragraphs are justified or lined up along the right margin is called as right justification [                     ]
6.   Excel is a spread sheet program [                     ]

7. Office 2000 is powerful suite of application [                         ]

8. A web browser is used to navigate the shopping center [              ]

9. Clip art is for inserting pictures. [               ]

10. In word we have find before command in Find option. [            ]
Part - B
Answer the following 

1. Write the step to Find and Replace the text in MS- WORD?     Mark - 4

Ans.____________________________________________________________________

 ________________________________________________________________________
________________________________________________________________________

________________________________________________________________________

2. What is Word wrap?                          Marks - 3

                                                                                 Ans.____________________________________________________________________
             3. Explain how do copy and move commands work in clipboard?                                                                                Marks - 4

             Ans. ___________________________________________________________________
________________________________________________________________________
3. What is left justification?                     Marks - 2

Ans.____________________________________________________________________
________________________________________________________________________
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