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P141/DIS203/EE/20170601

Time : 3 Hours Marks : 80

Instructions :

1. All Questions are Compulsory.

2. Each Sub-question carry 5 marks.

3. Each Sub-question should be answered between 75 to 100 words. Write every questions
answer on separate page.

4. Question paper of 80 Marks, it will be converted in to your programme structure marks.

1. Solve any four sub-questions.

a) Write the steps to open and create a document in Word 2010. 5

b) You want to underline a sentence. Your insertion point is within the sentence. However,
when you click the Underline button, only one word is underlined. Why? How do you
correct the problem. 5

c) Suppose you have just deleted paragraphs from pages one, two and three. You then
realize that the paragraph on the second page should not have been deleted. What can
you do to bring back this paragraph? 5

d) What do the red and green wavy lines under some words stand for? What is the
procedure of checking the spellings as used in MS Word? 5

e) Whether it is possible to insert drawing object as footer or header? Write down steps.
5

2. Solve any four sub-questions.

a) Differentiate the following briefly 5

Status Bar and Scroll Bar

b) Give a brief account of Auto Formatting. How will you insert a page break? 5

c) Write the steps involved in changing name of file or folder. 5

d) How will you add rows at the end of the table and column in a table? 5

e) What is the meaning of following field properties? 5

Field Size, Format, Input Mask, Caption, Decimal Places
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3. Solve any four sub-questions.

a) What would you do if you want to see text at the beginning of a document while you
are editing at the end of the document? Write steps. 5

b) In NORMAL view, how can you tell the difference between an automatic page break
and a manual page break? 5

c) What are the ten field types in Access? 5

d) Enlist functions used in Lookup Formulas in MS Excel? Explain any three. 5

e) What are the shortcuts to create a chart of the default type on the current worksheet?
How to create Creating daul-axis charts? 5

4. Solve any four sub-questions.

a) Explain Database management System and data Processing. List some database
applications. 5

b) Define: key field, primary key and foreign key. What are the elements of a database?
5

c) What is a table? Explain field and record. 5

d) What is a query? What are the differences between a form and a report? 5

e) Explain macro, module? What are the different Number field types in Access? 5
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