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TERM- END EXAMINATION-JANUARY,2006.

MB-WORD

Time: 3 hours Maximum marks: 100

SECTION A- (8 x 5=40 marks)

Answer any EIGHT questions.

1. What is a Word processor? Name some popular
word processors?

Word processor6TmIDfT6\>6Tmm? 61Q) tS1l]"uQ)LDfTm

Word processor m QUlU6W>1]"(§!J51LJl51(b\B;?

.
I

.2. What are the various display views available in
Word?

,I

I

Word 6\>ILQrQTUQ)QJQ>B;lUfTmLq-ooGuGQ) views 6Tmm

ILQrQT~ 6TmuQ>~ Bn.ID6\.ILD.

3. Why do you indent text? What are the various
available in Word?

Q>ui;ooL... 6}"m indent Q6uJlUGQJ~(b\LD. LD!broJLD~~6\>

ILQrQTUQ)QJQ>B;lUfTmindent QLD~~L U!i>!J5161S)QTB;B;LD~61ftB;(§B;.

Ho
wT
oE
xam

.co
m

Find information about best Medical, Engineering, and Management colleges

http://www.howtoexam.com

http://www.howtoexam.com


4. What are the steps to add Header and Footer
toolbar method?

9. How to insert rows and columns in a table?

Header LDIDWLDFooter toolbar-~UJ 4(§~§J6l.I~1D8;$1T61iT
QP~jD~UJ 6ISIGTT8;$Gtj LD.

~(!!j GLL51ro1ro ~uu!tt rows and columns-~UJ

4 (§~§J6l.I§J.

5. What is the Auto Text feature used for? 10. What are the steps in adding borders and shading
to a table?

Auto Text

uUJ6bTu~.$)jD§J.

~6bTjD Word's 2...GTrGTT &ro ~~w(!?

6. In your document you have typed the word file as
FILE but you want to find and replace all the
documents of this word to file. How would you do this?

GLL51ffi1Qjborders and shading-~UJ ~uu!tt8ftL~6l.I§J

~6bTjD 6l.IW1QP~jD$~GTT uwlD! @)lD!ut.S1~$.

SECTION B - (6 x 10=60 marks)

2...rf.J$GTrLIT8;(§QLD.!ttro FILE ~6bTW <:!9I!tt8;$UULL ~(!!j

Q8'lTro~Q) ~uu!tt $.~ t.S1!tt~§J file ~6bTW LDITIDWLDQP~jD~UJ

6ISI6l.Irf18;$GtjLD. .

Answer any SIX questions.

11. What are the steps to create a Microsoft word
document with the following contents of format?

7. You have typed a document and you want to check
the spelling mistakes. What would you do? . Insert a table giving number of theory and

practical sessions per block.
~rf.J$GTr ~LLJ Q8'uJ§JGTrGTT LIT8;(§Q LD.!ttro 2...GTrGTT

t.S1~W$~GTT ~uul!j- $.~ t.S1!ttUU§J ~6bTjD QP~!D~UJ uwlD!

6ISIGTT 8;$Gtj LD.

. Demonstrate the Auto Text feature of

MS-WORD.

8. How to create and print labels?
~(!!j word LIT8;(§QLD.L..~UJ 2...(!!j6l.l1T8;(§LDQUIT@§J~UU!ttUL..L

~@rf.J @) QP~jD~UJ t.S16bT6l.I(!!j6l.l61iT6l.IwlD!8>(§ ~$UJ ITGTTG6l.I6IfGr~ Lb

~mu~~ (§lD!ut.S1~$.
~uu!tt GQ)t.S1~GTT 2...(!!j6l.l1T8;$1LDIDWLDprint Q8'uJlLjLD

QP~jD~UJlLjLD (§lD!ut.S1~$.
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. 4~1U au5l6"6>GTTiIL@Qlrr.$.$1 ~~Q) ~P;f.56"6>6Mtheory

and practical sessions ~6isrlPl ~QJQQlrr@

block .$1~l.D~uuLq-B;rrL~QI~.

. Auto text feature-6"6>1UuwJ61~@ 5IlPI @)J61u4

f.5@B;.

12. Create a list of 10 best friends. Create a Thank

You letter. Use Mail Merge featureof MS-WORD to

create a Thank You letter for each of your friends from

the above two files.

10 p;~urTB;61fI6isrULLq-IU6"6>Q)fL~Qlrr.$B;~lD. LDWWl.D~~

p;mJ61fLQ)IJ.$@)lDB;Lq-f.5l.D~mQ)/Df.5~lUrrB;~Lq-P;t9I.$QB;rrm-GTT6I.jl.D.

~uQurr@~ Mail Merge iILualUrr.$1p;~~IJ~~ 6"6>uQ)Q)lL/l.D

~mw aa:rTp;~~QJQQlrr~ P;~U~.$@)lD p;mJ61 iILQ)IJ8;@)lD

B;Lq-f.5p;6"6>f.5 IL~Qlrr8;B;~l.D.

13. What are the basic steps for printing a document?

Also explain how to protect documents.

~UULq- ~@ Lrr.$@)QLD~Q)L tSllf1~L Qa:u'.JQlt9I~mlPl

@)J61utSl~B;? LDIDWlD~uuLq- ~@ Lrr.$@)QLD~6"6>Lurr~B;rruu~

Gr6isru 6"6>f.5lL/lD @)JD1u tSl~B;.

4 2242

(
14. Explain in detail the table creation and also

explain how to convert text to or from a table.

\
1.

Table-6"6>1U~uuLq- iIL@Qlrr.$@)Qlt9I.Table-6"6>1Utext-~B;

LDWWtbtext-6"6>1Utable-~B; LDrrwwl.D@6"6>/D6"6>1U@)J61utSl(b)8i.

15. Write a macro that is run using the shortcut
Ctrl+F for fonnatting the files as :

. Change the left margin of entire files as
2.0 inches.

. Change the line spacing to 2 (Double).

. Change the fonnat of file in 3 columns.

Macro-6"6>QI ~@~ tSlm QI@Ql6MQlW6"6>/Dfonnat Qa:u'.J~

~6"6>~Ctrl+F ~mw QB;rr~~~ ~L ~L aQl~~lD.

QlQ)~ margin-Q)IU 2.0 inches ~m/D ~GTT6"6>QI

Q)QI~~ QLDrr~~ 6"6>U6"6>Q)LDrrW/DQllD.

~QJQQlrr@ QlIf1uS1m~Q)LuS1Q) 2 QlIf1 space ~L

aQl~~tb.

~@ 6"6>uQ)Q$l~m-GTTtext-6"6>1U 3 column-~B;
LDrrW/D~tb.
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(
16. Explain Indenting text, Tab stops, Line spacing,
Paragraph spacing, borders and shading.

{

Indenting text, CUJ ~L/ru. Q>Q)m ~CuG11S1rf.J,

Paragraph spacing, borders and shading-Q>1lJ uwlD1
6IS16lJlf!8;o$Qj LD.

17. Discuss the template wizards.

Template wizards-Q>1lJ uWID161S16lJlfJ8;o$QjLD.

18. How to change the document margins in a word
document? Also explain ,Gutters facilitate Binding.

LIr8;@)QLD~!'f-Q> Margins-Q>1lJ LDJrWlDILD<!pQ>!DQ>1lJuwlD1

@)lD1ua.S1~o$?LDWlDILDGutters facilitate Binding <!pQ>!DQ>llJlI..jLD

6IS16I.JJf18;o$C6I.J~~ LD.
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