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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 create a new document, we use this shortcut key.

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

3. Clipboard is a ___________ of windows.

a) Component                    b) article                     c) folder.
4. __________ allows to repeat data in the document without having to retype the data.
 a)  Copy command          b) move command          c) cut command.

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 make a copy ________ combination of keys are used.

a) Ctrl + C                     b) Ctrl + a                    c)  Ctrl 
II. Fill in the blanks.                            Marks - 5
[ right justification, creating, internet, application, internet, Excel
Shortcut keys, disappears, point size, Microsoft PowerPoint]
1. _________________ available speed up data entry and formatting.

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

3. _____________________ is indicated by a number.
4. _________________________ is presentation program in which we can create and give onscreen presentation.

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

6. If paragraphs are justified or lined up along the right margin is called________________

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

8. ________________ is spread sheet program.

9. A web browser is used to navigate the ___________________.

10. Office 2000 is powerful suite of ____________________.

Part - B
Answer the following 

1. What is Word wrap?                                      Marks - 3
Ans._________________________________________________________
_____________________________________________________________.
2. What purpose does office 2000 serve?                 Marks - 4
Ans. _____________________________________________________________
_____________________________________________________________.
3. What is left justification?               Marks - 2
Ans. _____________________________________________________________
______________________________________________________________________. 
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Cursor




Close

Tools




Folder

Wrap       



  
Clipboard

Format




File 

Text
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