Code No: SS30553B Sub. Code: INCA4B/SNCA4B
UG (CBCS) DEGREE SPECIAL SUPPLEMENTARY EXAMINATION, APRIL2020
FOURTH SEMESTER
COMPUTER APPLICATION
NON MAIJOR ELECTIVE - MS WORD
(For those who joined in July 2016 onwards)

Time : Three hours Maximum: 75 marks

Part - A (10 X 1 = 10 marks)

Answer all questions, choose the correct answer
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1. How many ways you can save a document?

a3 b. 4 e 5 d.6

1. a,g,g,mmmgﬂa;mﬂsb@@%mmg,mgﬁrfmshc&@é&@uum?
a.3 b. 4 & 3 d. 6

2. The file type indicates the file is a Word document.
a..msw b. .wor c. .wrd d. .doc3

2. Guriiiler susns __ GaTliy Qyeuswmid QG0

a..msw b..wor ¢c..wrd d. .doc3

3. By default, your document prints with:
a. 1 inch top and bottom marginsb. a portrait orientation

c. 1.25 inches left and right marginsd. all of the above

3, BULTS, 2 RISET euewTiD e . L ACEYDES]

a. 1 inch top and bottom margins b. a portrait orientation
c. 1.25 inches left and right margins  d. all of the above

4. What is the smallest and largest font size available in Font Size tool on formatting

toolbar?

a.8and 72 b. 8 and 64 ¢. 12 and 72 d. None of above

4. MSWORD augausniotifled spafliiuquilsd font syemay s@allés Wssdgu whpid uflu font
e1)?

a.8and 72 b. 8 and 64 c. 12 and 72 d. None of above

5. What is the default font size of a new Word document in Word 20037

a. 10 pt b. 12 pt c. 14 pt d. None of above

5. Word 2003 {60 LBIW Word 94 eu6wTS et @ ILLHENEL font  HH6TTEY 6TE0T60T 2
a. 10 pt b. 12 pt c. 14 pt d. None of above
6. Pressing F8 key for three times selects
a. a wordb. a sentencec. a paragraphd. entire document
6. apsirmy apewp FB aflmasmw Suss e FX AR L TN
a. a word b. a sentence c. a paragraph d. entire document

7.Ctrl+ Z

a. Undo the last Actionb. Redo the last Action

¢. Add the new paged. Paste the contents from clipboard

7. Ctrl+Zsresru s?

a. Undo the last Action b. Redo the last Action

¢. Add the new page d. Paste the contents from clipboard

8. Which of the following command is not available in Tools menu?
a. Auto textb. Autocorrectc. Auto summarized. Macro

8.5 mallssr Guwsgiallsy Ulsrea s s Laneruflsd st HlewL_ssailsvena?

a. Auto text b. Autocorrect ¢. Auto summarize  d. Macro



9. Tabs stop position cannot be the following alignment
a. Decimal Alignmentb. Center Alignmentc. Bar Alignmentd. Justify Alignment

9, sreusvast Bimussio@urg, Usiremin £revwliy B)mesTg -
a. Decimal Alignment b. Center Alignment c¢. Bar Alignment d. Justify Alignment

10. Which option in File pull-down menu is used to close a file in MSWord?

10 MSWORD@)sv 2_sirar m Gsmiisou pull down Gugyaflsy sthg allmliuh vwsTuBSs0UEGH DS
a. Decimal Alignment b. Center Alignment c¢. Bar Alignment d. Justify Alignment

SECTION B (5 X5=25MARKS)
Answer ALL questions, Choosing either (a) or (b)
11 a) how to align and format text in word ?

Or
b Describe in detail about the components of word window
11 a aurigengsafley stsuaurmi o ey sTwpgiaugl LHMID auigueLLILE?
VeV
b. Components of word upp aflifleurs alleuflésean

12. a) Explain the methods of editing text in word
; Or
b) Explain how to insert a symbol and special character in MS Word
12a. Editing text wenpsener aflerssayin
Vv
b. MS Word @)sv symbol whpuib special character stiiug misniss Causir@ib srerums allardsah

13. a) Explain in detail about the finding and replacing the text with examples
Or
b) Explain the method of page formatting in detail
13 a. Finding wphmiireplacing upi) allfaurs alleuflsseyin
v 9|6U6VG)
b. page formatting upm allfeurs alleufissayo
14. a) Write about the various functions of picture toolbar in MSWord
Or
b) Explain the method of publishing on-line forms in detail
14 a. MSWord @)sb 2_sirer uL s@maliu_guilsr usGaup QFwsLTBamer LD o5
9| 6VVG!
b.Online form unm srwss
15. a) Explain tables
' Or
b)Explain the design of date and time in word
I5a MSWORD table up sragsis
S|V
b. MS WORD Gsglepwwid Crraamsuid aflsrésaybn



SECTION C(5 X 8=40 MARKS)

Answer ALL questions, Choosing either (a) or (b)

16. a) Discuss in detaj] about the applications of MSWORD,

Or
shortcut bar.
sl.ﬂmrrﬂa‘sam;:.b.

b) State the steps involved in creating office
16 a MSWORD UWSTUT Hassnerd) un® elflaurs
Vg
b. Offfice shortcut bar 2-GUTEGugIeT LG

17.a) Explain the method of creating customized merged documents in detaj]

Or

b) Explain the concepts of mail merge in detail

17 a, Customized merged documents 2-OUTEGUSHETAT Wennenw aflar

&5
SVevg)
b. Mail Merge upaf s)ﬂrﬂemrramﬂm&'s@eﬁ

18. a) Explain the creation and printing of envelopes

Or
ble in MS Word and explain each,
miLh i Hausng allond; g a
SDVevg)
&=

b) What are the views availa
18 a. Envelopes 2_(BOUTES LD Lo

b. MSWORD views upy) eflfsurssr

19. a) Describe the following
() Hyphenation (i) tab setting
Or
b) Explain how to ad
19a Lilssreu heusarey

d border and shading in MS Word
DsnLHY) aflauflga ey
() Hyphenation (ii) tab setting

Sz

b.Asserer BUTTBRISET L] alleurfd seyin



