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(The figures in the margin indicate full marks for the questions)

Answer either in English or in Assamese

1. Answer the following question: 1x4=4

oo Al 24t Seq
(a) What is the shortcut key used to save a document in MS-Word ?
MS-Word © GFHCHG F919 I (FINCOT 5 517 492 391 2 2
(b) Which symbol is used in MS-Excel to start a formula ?
MS-Excel © Jq ©3 F49 I (FH ©F 7971 F41 272
(c¢) In Excel Which key is used to start editing a selected cell ?
MS-Excel © 951 FRibw (bet 1=l S0 (FRCbT SIS i 92T F1 232

(d) Name any one document views available in MS-Word.

MS-Word © &g RIFI G5 TFCrs [S6] e forar |

2. Answer any three of the following question: 2x3=6

TeTe Il AR ReFicat fofbi Tex fuat
(a) Write the difference between “save” and “save as” in MS-Word.
MS-Word © “save” ®I§ “save as” I A& #/12fy o |

(b) Write two uses of the “Format Painter” in MS-Word.



MS-Word © “Format Painter”< 95! 959219 el |

(c) Write the use of “Merge” and “Center” option in MS-Excel.
MS-Excel © “Merge” @i§ “Center” 3 59217 foraf |

(d) Differentiate between relative and absolute cell references in Excel
with an example.
MS-Excel © relative ®J absolute (5¢7 (ITITR Ao TR 2/12FT

foralf |

Answer any two of the following question:

oeTe Al 2T FICFIcT Yo 1q Seq fa: 5x3=15

(a) Explain the steps to create and format a bulleted list in MS-Word
with an example.
Microsoft Word-s bulleted list (J¢=16 21 ifersl) WRE =Y format
LT AT KA TAIZIR SCardl 1 |

(b) Explain how to insert a chart in MS-Excel.
Microsoft Excel-® Chart (fb@/aiF) 3725 <19 41731 Serd 34 |

(c) Explain with example of the three functions in Excel: SUM,
COUNT, AVERAGE.
Microsoft Excel-3 fof5i function — SUM, COUNT, ¥

AVERAGE —3 R07 Suiz3e 72 SFe 11 |

Answer any one of the following question: 10x2=20
oeTo Al AAICIe e icl abiq Seq fawt

(a) Explain the different font and paragraph formatting options in MS-
word(bold, italic, underline, alignment, spacing, bullets and
numbering) with suitable example.

Microsoft Word-s Font <5 Paragraph Formatting-3 Rfen Rey
(Bold, TItalic, Underline, Alignment, Spacing, Bullets g

Numbering) RICx Srzrd w4



(b) Discuss in detail the powers of managing worksheets in MS-Excel,
including adding, renaming, deleting sheets, and moving/copying
data across multiple sheets.

Microsoft Excel-s Managing Worksheets (Worksheet 554

AT FAE Remreieg = i |
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