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                                  Answer any FIVE questions.           (5   20 = 100)  

  

1.  Explain the steps used to create a mail merge.  Send a marriage invitation 

to 5 recipients. 

(20) 

   

2.  a) How tables are created using auto format option?  Explain with 
example. 

(10) 

 b) Explain the features of Word 2000. (10) 

    

3.  Write short notes on the following   

 a) Find and Replace in Word. (5) 

 b) Creation of Macros in Word  (5) 

 c) Sorting data in Excel. (5) 

 d) Pivotal charts in excel. (5) 

    

4.  a) Explain data filtering with examples in Excel. (10) 

 b) How Excel work sheets are linked and shared? (10) 

    

5.  a) Brief out Template links in Excel. (5) 

 b) How to customize a tool bar in Excel? (5) 

 c) How data is imported and exported in Excel? (5) 

 d)  Explain Text intending in Word 2000. (5) 

    

6.  Explain the following in MS power point 2000.  

 a) Creating a animation  (5) 

 b) Inserting ColipArt in an animation  (5) 

 c)  Changing the default background picture for any one of the slides only. (5) 

 d) Adding a chart to a slide.  (5) 
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7.   Prepare a report for a student database based on their performance in 
various subjects.   Insert at least 5 records with the attributes REGNO, 
NAME, CLASS, TOT, AVG, GRADE MARK1, MARK2, MARK3, etc., 

(20) 

    

8.  a) Create an employee table with the salary and joining details for 
minimum 10 employees. 

(10) 
 

 b) Write a query to display the details of the employees who had joined 
before 10 years from current date.  Also increment the salary of those 

employees by 10% of the basic pay. Give suitable examples.  

(10) 

~~~~~~~~~~~~~~ 


