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 I  Fill in the blanks: 5X1=5

1. The ..................... contains the text that w send to all the recipients.
2. The ............... key helps us to move between fields while typing the data.
3. You can resize the width of a column selecting the  ...................... button in the table group.
4. ...............  are a quick and easy way to insert a predesigned table in a document.
5. ................... option is used to change the name of a file / folder. 

II   Correct the false statement:            5X1=5

1. In Windows 7, we can display only two windows at a time.
2. You can insert columns only to the left side of the selected column.
3. You can convert the existing text into a table.
4. Record is a row on a datasheet, which consists of a number of fields.
5. The main document consists of a mailing list.

III   Multiple choice Questions: 5X1=5

1. Which of the following documents does not require the use of merge feature?
(a) Envelopes    (b)  Pamphlets    (c)  Merge

2. To create a new recipient’s list, select the ........... radio button under select recipient’s 
section.
(a) Use an existing list   (b) Select from contact  (c)  Type a new list

3. The Intersection of a column and row is called .......
(a) Border  (b) Table  (c) Cell

4. Which function key is used to update the total in a cell.
(a)  F7   (b)   F8   (c)  F9

5. You can use......... characters to locate the file , if you know only a part of the file name.
(a) Numeric   (b) Wild card   (c) Trump card

IV  Match the following : 5X1=5

1. Table move handle It adjusts the column width 
2. Table resize handle Positioning of table on a page
3. Auto fit contents column of a data source
4. Alignment of a table used to move a table
5. Field used to resize a table



 
V     Application based questions:    5X1=5

1. Riya wants to listen to music while searching some information over   internet .Which 
option should she choose to work with both applications simultaneously?

2. The teacher has asked Rohan to enter his test marks in a table. She has asked him to 
calculate his total marks using formula. Which function should he use to find his total 
marks?

3. Ishita has designed her weekly study schedule in a tabular format. She wants to enlarge the
size of her table. Suggest her a quick way to resize the table.

4. Suchitra is an office assistant and handles all the correspondence work of the company. 
This month her company has made five new clients. Where will she add the contact details
of these new clients while using mail merge feature?

5. Neeta wants to locate a file that she had saved in her computer a few days back. She had 
saved in her computer a few days back. She doesn’t remember the exact name but can 
recall the first alphabet of the file name . Suggest her an appropriate method to find the 
file.

 VI    Specify the action to select a cell / text inside a single cell 5X1=5

1. A Cell :  ...........................
2. A Word :............................
3. A Sentence: .......................
4. A Block : ...........................
5. A Paragraph:.......................

VII    Mention the short cut key for the given operations: 5X1=5

1. Delete files / folders permanently
2. To move to the next cell
3. To move to the previous cell
4. To copy and paste cell
5. To cut and paste contents

VIII   Give one word for the following  ; 5X1=5

1. A  standard way for encoding information in a computer file.
2. A cabinet where we keep relevant files.
3. Combining two or more cells into a single cell is called.
4. Arranging the desktop items in a proper order
5. Selecting this option will adjust the table according to the margins set on a window.

IX   Mention the extensions used for the given types of files: 5X1=5

1. Documents :
2. Spread sheets :
3. Image files :
4. Audio files :
5. Presentation :



X    Differentiate between the following: 5X1=5

1. Moving a file and Copying a file
2. Wild card character * and ?
3. Column and row
4. Splitting and merging cells
5. Table move handle and table resize Handle

XI   Write short notes: 3X2=6

1. Data source
2. Table
3. Sorting

XII    Activity section 2X2=4

1. Write the steps in creating a main document
2. Write the steps for inserting merge fields

XIII   Define the following: 5X1=5

1. Cell
2. Wild card
3. File format
4. Search box
5. Formatting

XIV   Short Answer questions: 5X1=5

1. What do you understand by the term mail merge?
2. What is a data source?
3. What is a file?
4. What is Text alignment?
5. What is table styles?

XV  Answer the following: 5X2=10

1. How will you change the height of a row in a table?
2. What are the main steps involved in mail merge?
3. Briefly explain the quick way by which you can change the column width in a table?
4. How will you convert the existing text into a table?
5. How will you calculate the sum in a table?
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