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INSTRUCTIONS:

This question paper consists of 37 objective and subjective types of questions.
Follow the instruction given against both the objective and subjective types of questions.
Figure in the right-hand margin indicates maximum marks for the questions.
The maximum time to answer the paper is given at the top of the question paper. It includes 15 minutes
for reading question paper.
The question paper has been sealed by reverse jacket you have to cut on the right side to open the paper
at the time of commencement of examination. Check whether all the pages of the question paper intact.

PART - A
I. Four Alternatives are given for each of the following questions Choose the correct

alternative & write the complete answer along with its question number and alphabet
10x1=10

1. Place the manual the table (Choose the correct preposition).
a) Above b) over c) under d) on
2. If you to do your MBA, you will required degree first.
a) want b) wanted c) chance d) change
3.macros are available in this dropdown menu.
a) tools b) insert c) format d) view
4.Pivot table is available in this dropdown menu.
a) Data b) tools c) insert d) edit
5. Acronym for IRM: .
a) Information Rights Management. b) Intermediate Regular Management
c) Information Rights Memory d) Information Regular Management
6. Custom slideshow option is available in this dropdown menu.
a) Window b) slide show
c) insert d) custom slide show
7. Junk, e-mails to “Junk” scams, antivirus tabs are available in this section of options dialog box.
a) Window b) Security c) File d) Anti-virus

8. File extensions for. iCalendar files: .ics. Outlook Comma Separated Values extension:

a).CSVv b).CSS c).htm d).htmc
9.Style sheet should be linked using attribute.
a).CSS styles b) JavaScript styles c) HTML styles d) XML styles
10. Shortcut key to Insert a Hyperlink
a) Ctrl+L b) Ctrl+K c) Ctrl+H d) Ctrl+l
PART-B
Il. ANSWER ANY TEN OF THE FOLLOWING QUESTIONS: 10X2=20

11. How do call center help to customer?

12. What are the key points to handle customer queries?

13. Define Mail merge and write the components of mail merge.

14.Explain the procedure to apply slicers to a sample data.

15. Consider a scenario where your spreadsheet contains sensitive data, if you want to protect
spreadsheet, write the procedure how will you protect those spread sheet data.



16.How to use animations in presentation?

17.Write the description for particular shortcut keys in presentation.
a.F5

b.B

18.Write the procedures to include multimedia elements in presentation software.

19.Write a short note on stationeries in E-mail.

20.What are the purpose of iCalendar?

21.Write any four benefits of HTML.

22.What are the different views available in MEW?
23.Write the purpose of image hotspots with an example.

PART-C
I1l. ANSWER THE ANY SIX OF THE FOLLOWING QUESTIONS:
24.Explain BPO, KPO and RPO.
25.Describe are the interview skills?
26.Write the procedure to print an Envelopes in word documents.
27.Write the procedures to run a macro in word document.
28.Write the procedure of Pivot Chart in spreadsheet document.
29.Explain the procedure to modify Smart Art Graphics in presentation software.
30.Write the procedure to share a calendar using Microsoft outlet.
31. List any six HTML editor.
32.Write the procedure to Replace the text in HTML editor.
33.Explain the procedure to launch the image toolbar.

PART-D
IV. ANSWER THE ANY TWO OF THE FOLLOWING QUESTIONS:
34.Explain the procedure to print 30 labels in a single sheet in word document.
35. a. Explain the procedure to enable tracking in spreadsheet.
b. Explain the procedure to include your name when creating spreadsheets.

36. Explain the procedure of the following:

a. Move emails to “Junk” folder when they are marked as Junk.

b. Allow anti-virus to quarantine infected emails.
37.Explain the procedure to insert clippings from You Tube in web page.

6X3=18

2X6=12
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