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                             What are networks

                              Types of networks

________________________________________________________________________                           
Part - A

I. Choose the best answer.                              Marks - 10

1. Mail merge is a ___________.

      a) Feature    b) Procedure           c) Function
2. Mail merge is used to produce personalized letters, envelopes & mailing labels for each person on a ___________.

       a) Mailing list           b) On desk    c) Mailing address
3. Macro is a ___________ of commands and instructions.

      a) Component         b) set                 c) folder
4. Macros allow ____________ of certain procedures.

       a)  Copy command   b) automation        c) cut command

5. Two ways for creating macros are.

      a) Macro recorder & Visual basic editor

      b) Visual basic editor & Photoshop editor 

      c) Macro recorder & Photoshop editor 
6. Macro recorder is similar to__________.

     a) Video recorder        b) CD recorder     c) Tape recorder
7. The mouse pointer changes to resemble a tape cassette with a _________.

 a) Pointer       b) Tail   c) Icon
8. One of the following short-cut key is used to run a macro.

       a) Alt + F8        b) Alt + F1          c) Alt + F7
9. Macro feature is in which menu

             a) Standard toolbar     b) Formatting toolbar  c)  a & b 
10.  To store macro in a drop down list, we have to select
       a) Template or document    b) template & document   c) Template   

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

III. Answer the following 

1. What is Mail merge?                                                         Marks - 3

Ans._________________________________________________________

_____________________________________________________________

_____________________________________________________________

2. What are the three components of mail merge ?                 Marks - 3
Ans. _____________________________________________________________

3. What is a Macro?                                                                   Marks - 2

Ans. _____________________________________________________________

_______________________________________________________________________.
                                         Word   Search                                   Marks - 6
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