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Section A

Answer aly 6 questions. Each iarry 2 marks.

1. Deiine the AVERAGE and MEDIAN functions.?

2. What is thc diflcrence bctwccn CONCAT and PROPER functions?

3. What are cclls. rows, and columns in a spreadsheet?

4. List five basic functions used in sprpddshpehs te.g., SUM, AVER{GE, IIAX)?

5. What is thc purpose of headcrs and footers in a document?

6. What is Mail \lerge in Word?

7. What is the first step in gettiog startcd $'ith the \lbrd interfdce?

8. Delil]e paragr:rph iIxlert.r.lior ir word processing?

Section B

Answer any 4 questions. Each carry 6 trarks.

9. Explain the steps invoh,€d to insert an inage into a docurDent. Analyze how
formatting options such as {,rap tcxt and resizing affect the placement of images.?

10. Describc thc s[cps [o inscrt a pagc nrrmb-.r in a doclment and fonrrat it.?

11. Explain how pa^ssword pr(rLecLiod and ediIing restrictions can be appLied lo a doc-
urnent- Annlyze the situahions in $'hich these feali[res lvould be most uscfu].1

12. Explah th. steps to create;rDri savc:r nc,,!'documclrt iD a worcl processor.i'

'I3. .Conrpare and contrast different text aligrrrert options (left, cdrtcr, righi, jtLSlif\')

and their impact on thc or.crall docurnent preserlatior.?

-14. Explain horv to use paraglaph indentirtion anrl buLlei poirl.s l.o orgedzc a list ol
items cffcctivclv ?



15.

Section C

Answer arry 1 questions. Each carry 14 marks.

Create a clean and standa,rdized list of customer names using CONCM, UPPER,
LOWER, and PROPER fimctions. Explain how these functions improve data
qualiuv and Lrsability.?

Explaitr the steps involved in creating and formatting a chart in a sprcadsheet-
Provide examples of common chart types and their uses.?
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