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1. An Introduction to StarOffice Writer 
 
Two Mark Questions :- 
 
01. List the Functions/Applications of Star Office ? 
 The various Functions / Applications of Star Office are as follows, 

StarOffice Writer,  
StarOffice Calc,  
StarOffice Base,  
StarOffice Impress,  
StarOffice Draw 

 
02. How can you open Star Office ? 
 Star Office can be opened by using the command  

Start  →→→→ All Programs →→→→ Star Office 8 →→→→ StarOffice Writer (in Xp Style)     or  

Start  →→→→ Programs →→→→ Star Office 8 →→→→ StarOffice Writer (in Classic Style) 
 
03.     Define Word Processor (or) Word Processing Software ? 

Word Processor is a software which is used to create, edit, view, transmit, store, retrieve and 
print text documents. Examples for word processing software’s are MS-Word, StarOffice Writer, 
Lotus Amipro, Word Perfect, Word Star, Word Pro, Notepad, etc., 
 
04.     What is meant by text editing ? 

Entering a new text or modifying the existing text in a document is called as text editing. 
 
05.     How can you create a new text document in StarOffice Writer ? or How can you open a new text 
document in StarOffice Writer ? 

We can create a new text document by using the command File →→→→ New →→→→ Text Document. 
 
06.     How can you save a text document ? 

We can save a text document in the following ways, 

1.  By using the command File →→→→ Save, (or) 

2.  By using the command File →→→→ Save As, (or) 
3.  By clicking the Save icon from the Function bar, (or) 
4.  By using the shortcut Ctrl + S. 

 
07. How can you open an existing document ? 

 We can open an existing document by using the command File →→→→ Open (or)  
by using the Open icon. 

 
08. How can you switch over from one document to another ? 

We can switch between the multiple documents by 2 ways, 
1.  By selecting the file name from Window menu, 
2.  By clicking the document button from the taskbar. 

 
09.     How can you switch over from insertion mode to type-over mode ? 

The user can toggle between type-over mode and the insert mode by using the insert key. 
 
10.     Write down the steps for moving a text. 

The steps for moving a text portion is as follows, 
1. The text to be moved is selected. 

2. Cut the selected text using the command Edit →→→→ Cut. 
3. Move the insertion point to the place where the text is to be pasted. 

4. Edit →→→→ Paste command is used to paste the text in new location. 
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11.     Write down the steps for copying a text. 
The steps for copying a text portion is as follows, 
1. The text to be copied is selected. 

2. Copy the selected text using the command Edit →→→→ Copy. 
3. Move the insertion point to the place where the text is to be pasted. 

4. Edit →→→→ Paste command is used to paste the text in new location. 
 
Five Mark Questions :- 
 
01.     Write down the steps for selecting a text portion ? 

The required text portion can be selected by 2 ways, 
a) Using Mouse, and 
b) Using Keyboard 

 
Selecting text using mouse:- 

The following steps are to be followed to select a text portion using mouse, 
1. Insertion point is moved to the start of the text to be selected. 
2. The left mouse button should be clicked, held down and dragged across the text to be 

selected. 
3. After selecting the text portion the mouse button should be released. 

 
Selecting text using keyboard:- 

The following steps are to be followed to select a text portion using keyboard, 
1. Insertion point is moved to the start of the text to be selected. 
2. The Shift key is pressed down and the movement keys are used to highlight the required 

text. 
3. After selecting the text portion the Shift key should be released. 

 
02. Give the steps involved for replacing a given text. 

Find & Replace feature is used to search and replace words in a text document. The steps 
involved for replacing a given word is as follows, 

1. Find & Replace dialog box can be get by selecting the command Edit →→→→ Find & Replace. 
2. In ‘Search for’ combo box, type the text that we want to find in the document. 
3. In ‘Replace with’ combo box, type the replacement word. 
4. Click ‘Find’ button to start the search. Click ‘Find All’ button to find all the occurrence of the 

search text. 
5. To replace the found instance of the text with what we entered in the ‘Replace with’ combo 

box, click ‘Replace’ button. 
6. To replace all instance of the text with what we entered in the ‘Replace with’ combo box, click 

‘Replace All’ button. 
7. To skip the found text and to continue the search, click ‘Find’ button. 
8. After finishing the replace activity, click ‘Close’ button to close the dialog box. 

 
2. Text Formatting 

Two Mark Question :- 
 
01.     What is the use of Highlighting ? (or) What is Highlighting ? 

Highlighting can be used to call attention to key ideas or points in a document. The applying of 
background colour to the required text portion is called as Highlighting. 
 

www.Padasalai.Net



è.ªêè.ªêè.ªêè.ªê----3                                                                        â‡Eˆ ¶Eè è¼ñ‹â‡Eˆ ¶Eè è¼ñ‹â‡Eˆ ¶Eè è¼ñ‹â‡Eˆ ¶Eè è¼ñ‹----õœÀõ‹õœÀõ‹õœÀõ‹õœÀõ‹    

02.     What are the various paragraph alignments ? 
StarOffice Writer provides 4 types of paragraph alignments. They are Left, Right, Center and 

Justify. The keyboard shortcuts for making the paragraph alignments are as follows, 

Alignments Shortcut 
Left Ctrl + L 

Right Ctrl + R 
Center Ctrl + E 

Justify Ctrl + J 

 
03.     What do you mean by Indentation ? 

Indentation is used to set apart the quotations from the main document. 
 
04.     What is Hanging Indent and how can you create it ? 

Hanging indent is a special kind of indentation used for numbered lists. A negative value in 
First Line option of Indents & Spacing tab creates hanging indent. 
 
05.     Define Style. 

A Style is a named set of defaults for formatting text. Example : Normal, Default, Paragraph, 
Heading, etc., 
 
06.     List out the various help features in StarOffice Writer. 

The various help features that are available in StarOffice Writer are as follows, 
On-Line help, 
Help Agent, 
Help Tips, 
Extended help Tips. 

 
Five Mark Questions :- 
 
01.      What are the formatting changes that can be made with respect to the fonts ? (or) 
         Explain the various text formatting options. 

The various text formatting options are, 
 
1. Changing the font type, 
 
2. Changing the font size, 
 
3. Changing the font colour, 
 
4. Changing the typeface and 
 
5. Highlighting the text. 

 
1. We can change the font face for a selected text, by selecting a font name from the  

 combo box. 
 

2. We can change the font size for a text portion, by selecting a value from the combo box. 
 
3. We can change the font colour by using the Font Color Icon  

4.  We can change the typeface of a text portion, by selecting the Bold, Italics and Underlined icon 

from the function toolbar   
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5. Highlighting icon is used to highlight a text portion in a document.  
 
 
02.     How can you create a bullet / numbered list ? How can you remove bullets / numbering from a 
list ? 
 
Creating a Bullet list :- 
 
Way 1:  1. Select the required text portion, to which bullets are to be added. 

2. Click on the Bullets icon from the Function bar 
 
Way 2:  1. Select the required text portion, to which bullets are to be added. 

  2. Click on the menu option Format →→→→ Bullets and Numbering to get Bullets and  
    Numbering dialog box. 
3. Select the Bullets tab and choose the required bullets style and click Ok button to  
    apply bullets for a text portion. 

 
Creating a Numbered list :- 
 
Way 1:  1. Select the required text portion, to which numbering are to be added. 

2. Click on the Numbering icon from the Function bar 
 
Way 2:  1. Select the required text portion, to which numbering are to be added. 

  2. Click on the menu option Format →→→→ Bullets and Numbering to get Bullets and  
    Numbering dialog box. 
3. Select the Numbering type tab and choose the required numbering style and click  
    Ok button to apply numbering for a text portion. 

 
Removing Bullets from a list :- 
 
Way 1: 1. Select the required text portion, from which bullets are to be removed. 

2. Click on the Bullets icon from the Function bar 
 
Way 2: 1. Select the required text portion, from which bullets are to be removed. 

 2. Click on the menu option Format →→→→ Bullets and Numbering, to get Bullets and  
    Numbering dialog box. 
3. Click Remove button to delete bullets from the selected text portion. 

 
Removing Numbering from a list :- 
 
Way 1: 1. Select the required text portion, from which Numbering are to be removed. 

2. Click on the Numbering icon from the Function bar 
 
Way 2: 1. Select the required text portion, from which Numbering are to be removed. 

 2. Click on the menu option Format →→→→ Bullets and Numbering, to get Bullets and  
    Numbering dialog box. 
3. Click Remove button to delete Numbering from the selected text portion. 
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3. Correcting Spelling Mistakes 
 
Two Mark Questions :- 
 
01. What does Automatic Spelling Correction mean ? 

When Auto Spell Check feature is ON, StarOffice Writer compares each word typed with the 
words in the dictionary and underlined the misspelled words with red line.  By right click on the 
misspelled word, we get a pop-up menu. From the pop-up menu we can correct the misspelled word 
with correct spelling. This is called as automatic spelling correction. 
 
02. What do you mean by Autocorrect ? 

Autocorrect feature corrects some common misspelling and typographical mistakes in 
StarOffice Writer.  Example : StarOffice Writer automatically replace the word 'teh' by 'the'. 
 
03. How can you add a new word in Star Office Dictionary ? 
 The erroneous word (ie., the new word) is displayed in ‘Not in Dictionary’ text area of ‘Spell 
Check’ dialog box. Click ‘Add’ button to add a new word in Star Office Dictionary. 
  
Five Mark Questions :- 
 
01. How would you carry out the spell check after the entire document is typed ? 
  Spell Check dialog box is used to carry out the spell check, after the entire document is typed. 

Spell check dialog box can be get by the command Tools →→→→ Spellcheck… (or) by pressing the function 
key F7 (or) by clicking the SpellCheck icon. 
 
‘Not in dictionary’ text area displays the misspelled word and ‘Suggestions’ list box displays the 
alternative spellings. 
 
After getting the dialog box do the following, 
1. Ignore Once button is clicked, to skip the current occurrence but stop to the next one. 
2. Ignore All button is clicked, to skip all occurrence of the misspelled word. 
3. Change button is clicked, to replace a misspelled word with the selected spellings from the 

Suggestions list box. 
4. Change All button is clicked, to replace all the occurrence of the misspelled word in the document. 
 
If there is no correct words in Suggestions list box, type the correct word in ‘Not in dictionary’ text 
area and correction can be made manually. Add button is used to add a new word in StarOffice 
Writer dictionary. 
 
02. How would you add a word in the Auto Correct list of StarOffice Writer ? 

Autocorrect feature corrects some common misspelling and typographical mistakes in 
StarOffice Writer.  Example : StarOffice Writer automatically replace the word 'teh' by 'the'. 
 

Tools →→→→ AutoCorrect command, is used to get Auto Correct dialog box. ‘Replace’ tab is used 
to add a new entry in auto correct list.  

 
Type the word to be replaced in the ‘Replace’ text box and replacement word in ‘With’ text 

box. And click ‘Ok’ button to add the new entry into the auto correct list. 
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4. Working with Tables 
 
Two Mark Questions :- 
 
01. How can you insert a table into a document ? 

Table →→→→ Insert →→→→ Table command is used to get ‘Insert Table’ dialog box. In this dialog box 
specify the columns and rows amount in Columns and Rows text boxes respectively. And then click 
‘Ok’ button to insert a table into the document. 
 
02. Write down the steps to delete a table ? 

The steps to delete a table is as follows, 

1. Select the table by using the command Table →→→→ Select →→→→ Table. 

2. The menu option Table →→→→ Delete →→→→ Table is used to delete the selected table. 
 
03.  How can you make the selected rows same size ? 

1. Select the rows that are to be resized. 

2. Make a right click inside the table to get a pop-up menu and select  Row →→→→ Space Equally  
    option from that menu to make all rows even. 

 
04.  How can you make the selected columns same size ? 

1. Select the columns that are to be resized. 
2. Make a right click inside the table to get a pop-up menu and select   

    Column →→→→ Space Equally option from that menu to make all columns even. 
 
05. How to change the width of a column of a table ? 

We can change the width of a column in 2 ways, 
Way 1:  1. Place the cursor in the column that is to be changed, and press  

    Alt + Left Arrow key (or Alt + Right Arrow Key) to resize the column 
    width of a table. 
 

 Way 2:  1. Place the cursor inside the table. 

2. Get ‘Table Format’ dialog box by the command Table →→→→ Table Properties. 
   3. Select the ‘Column’ tab and type column size in the ‘Column Width’ spin  

    boxes  and click ‘Ok’ button to change the column width. 
 
Five Mark Questions :- 
 
01. How will you add a required number of rows/columns in a table ? And write the procedure to  

delete rows/columns from a table ? 
 
Adding Rows to a table :- 
Way 1:  By Pressing the ‘Tab’ key in the last cell of a table, inserts a row to the end of a table. 
 
Way 2:  1. Place the cursor into a table, where we want to add a row. 

2. Click on the ‘Insert Row’ icon from the Table Formatting toolbar, to insert 
    a row into a table. 

 
Way 3:  1. Place the cursor into a table, where we want to add a row. 

  2. Table →→→→ Insert →→→→ Rows command is used to insert multiple rows in a table. 
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Adding Columns to a table :- 
 
Way 1:  1. Place the cursor into a table, where we want to add a column. 

2. Click on the ‘Insert Column’ icon from the Table Formatting toolbar, to insert 
    a column into a table. 

 
Way 2:  1. Place the cursor into a table, where we want to add a column. 

  2. Table →→→→ Insert →→→→ Columns command is used to insert multiple columns in a table. 
 
Deleting a row from a table :- 
 
Way 1:  1. Select the required rows that are to be deleted. 

  2. Table →→→→ Delete →→→→ Rows command is used to delete the selected rows from a table. 
 
Way 2:  1. Select the required rows that are to be deleted. 
  2. Click on the ‘Delete Row’ icon from the Table Formatting toolbar, to delete the 
      selected rows from the table. 
 
Deleting a column from a table :- 
 
Way 1:  1. Select the required columns that are to be deleted. 

  2. Table →→→→ Delete →→→→ Columns command is used to delete the selected columns  
    from a table. 

 
Way 2:  1. Select the required columns that are to be deleted. 
  2. Click on the ‘Delete Column’ icon from the Table Formatting toolbar, to delete the 
      selected columns from the table. 
 
2. List few icons in Table Formatting Toolbar. 
 

Sl Icon Function 

1 

 

Used to Merge 2 or more cells into a single cell 

2 

 

Used to split a single cell into 2 or more cells 

3 

 

Insert a new row below to the current row 

4 

 

Insert a new column right to the current column 

5 

 

Deletes the current selected row 
 

, 

 

Deletes the current selected column 
 

7 

 

Used to change the row height and column width 
 

8 

 

Used to change the border line style 
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9 

 

User to change the background colour of the table 
 

 
 

5. Page Formatting 
 
Two Mark Questions :- 
 
01. What are the 2 types of page orientation ? 

The 2 types of page orientation are Landscape & Portrait. 
Landscape :  In this orientation, the width of the document is more than its length. 
Portrait : This is the default page orientation in StarOffice Writer. In this orientation 
  the length of the document is more than its width. 

 
02. What is meant by header / footer ? 
 Header is at the top of the page. Footer is at the bottom of the page. Header and footer are 
used to add reference remarks such as page number, date of creation, author’s name, document title, 
etc., at the every page of the document. 
 
03. How can you add page number at the footer area in a document ? 
 Check the ‘Footer on’ check box from the Footer tab of Page style dialog box, to insert footer 
area into a document. Place the cursor inside the footer and click on the menu option                    

Insert →→→→ Fields  →→→→ Page Number, to insert page number at the footer area. 
 
Five Mark Questions :- 
 
1. What do you mean by Header / Footer ? How can you insert header / footer ? And write down  

the steps to delete header / footer area. 
 Header is at the top of the page. Footer is at the bottom of the page. Header and footer are 
used to add reference remarks such as page number, date of creation, author’s name, document title, 
etc., at the every page of the document. 
 
Inserting Header area into a document : 

1. Get the Page Style dialog box by the command Format →→→→ Page. 
2. Select the ‘Header’ tab from the Page Style dialog box. 
3. Check ‘Header on’ check box and click ‘Ok’ button to insert header area into a document. 

 
Inserting Footer area into a document : 

1. Get the Page Style dialog box by the command Format →→→→ Page. 
2. Select the ‘Footer’ tab from the Page Style dialog box. 
3. Check ‘Footer on’ check box and click ‘Ok’ button to insert footer area into a document. 
 
Deleting Header area from a document : 

1. Get the Page Style dialog box by the command Format →→→→ Page. 
2. Select the ‘Header’ tab from the Page Style dialog box. 
3. Remove the check mark from the  ‘Header on’ check box and click ‘Ok’ button to delete header 

area from a document. 
 

Deleting Footer area from a document : 

1. Get the Page Style dialog box by the command Format →→→→ Page. 
2. Select the ‘Footer’ tab from the Page Style dialog box. 
3. Remove the check mark from the  ‘Footer on’ check box and click ‘Ok’ button to delete footer 

area from a document. 
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6. Spreadsheet 

 
Two Mark Questions :- 
 
01. Define Electronic Spreadsheet. 

An electronic spreadsheet is a worksheet used in a computer to create and quickly perform 
‘What if’ analysis of interrelated columnar data in workspaces. Example : StarOffice calc, MS-Excel, 
Lotus 1-2-3, Improve, Quattro Pro, etc., 
 
02. List out the various spreadsheet applications. 

The various spreadsheet applications are as follows, 

• Payment of bills, 

• Income Tax calculations, 

• Invoice or bills, 

• Account Statements, 

• Inventory control, 

• Cost-Benefit analysis, 

• Financial Accounting, 

• Tender Evaluation, 

• Result Analysis of students. 
 
03.     How can you save a worksheet ? 

We can save a worksheet in the following ways, 

1.  By using the command File →→→→ Save, (or) 

2.  By using the command File →→→→ Save As, (or) 
3.  By clicking the Save icon from the Function bar, (or) 
4.  By using the shortcut Ctrl + S. 

 
04. Write down the ways to edit the data in the worksheet. 
 We can edit the contents of an opened worksheet in following 2 ways, 

 
Way 1: By typing the new data over the existing data will overwrite the old contents of the cell. 

 
Way 2: Double click the cell (or) press F2 key to move the insertion point to the formula bar.  

And using backspace key edit the contents of the cell. 
    

05. Define : Range. 
 A continuous group of cells in a worksheet is called as Range. The symbol colon is used to 
denote a range address. For example the cells A1, A2, A3, B1, B2, B3, C1, C2 and C3 can be called as 
A1 : C3 
 
06. What are the different cell referencing modes available in StarOffice Calc ? 

StarOffice Calc has 2 different types of cell referencing modes, 
Relative cell Addressing mode & 
Absolute cell Addressing mode. 
 
Relative cell addressing mode is the default cell addressing mode in StarOffice calc. Dollar 
sign is used to make a cell address as absolute one. 
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07. What is the difference between Relative and Absolute cell addressing mode ? 
 

Relative cell address Absolute cell address 
Default cell addressing mode in 
StarOffice Calc 

This is not the default cell addressing 
mode in StarOffice Calc. 

Formulas in StarOffice Calc are usually 
in relative cell address mode. 

Charts are drawn using absolute cell 
addressing mode. 

$ sign was not present in front of row 
and column headings of a relative cell 
address 

$ sign was presented in front of row and 
column headings of a absolute cell 
address 

 
08. What is a function ? Give examples. 

Functions are the predefined formulas that are available in StarOffice Calc. Functions are 

inserted into the worksheet using Function Wizard Icon (or) the menu option Insert →→→→ Function. 
Examples : Sum, Average, Sqrt, Sin, Cos, etc., 
 
09. What is Date Arithmetic ? 
 The activities such as  

 Adding two dates,  
 Finding the difference between two dates,  
 Adding a number to a date,  
 Subtracting a number from a date,  
 Checking for leap year 

are referred as Date Arithmetic 
 
10.   How can you change the column width of a worksheet ? 

To change the column width of a worksheet, select the column whose width to be changed. 

Click on the menu option Format →→→→ Column →→→→ Width to get ‘Column Width’ dialog box.  Type the 
new value in ‘Width’ spin box and click ‘Ok’ button. 
 
11. How can you change the row height of a worksheet ? 

To change the row height of a worksheet, select the row whose height to be changed. Right 
click on the selected row to get ‘Row Height’ dialog box.  Type the new value in ‘Height’ spin box and 
click ‘Ok’ button. 
 
Five Mark Questions :- 
 
01. What are the various advantages of Electronic Spreadsheets ? 
 The advantages of electronic spreadsheets are as follows, 
 

• Calculations are automated through built-in functions. 

• We can get accurate results to any desired level of decimal places. 

• Any part of the worksheet can be viewed or edited. 

• Worksheet can be saved and retrieved later. 

• Any part or whole worksheet can be merged with new or existing worksheet. 

• Any part or whole worksheet can be printed. 

• Worksheet data can be viewed as chart. 

• Worksheet data can be transferred to any database of word processing software. 
 
02. Explain the Structure of a Spreadsheet in brief. 

An electronic spreadsheet is a worksheet used in a computer to create and quickly perform 
‘What if’ analysis of interrelated columnar data in workspaces. Example : StarOffice calc, 
MS-Excel, Lotus 1-2-3, Improve, Quattro Pro, etc., 
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Spreadsheets are made up of rows and columns as shown in the figure. The intersection of 
rows and columns creates the cells. We can type data such as Number, Text, Date, Object in a 
cell. The cells are addressed in terms of Column heading and Row number.  
 
Star Office (version 8) worksheet has 65536 rows and 256 columns. The rows are numbered 
from 1, 2, 3… 65536 and the columns are labeled from A, B, … Z, AA, AB, ….AZ,  BA, BB, … 
IV. 
 
 

 
 

03. Explain about Fill command / series. 
 Fill command is used to create Numeric and Date series in a selected range. We can get the Fill 

Command by selecting the command Edit →→→→ Fill →→→→ Series. 
 
Creating Numeric Series : 
 The following steps are used to create an Odd Series in the  selected range, 

 1. Get the ‘Fill Series’ dialog box by using the command Edit →→→→ Fill →→→→ Series. 
 2. Select the ‘Down’ option from ‘Direction’ group.  
 3. Select the ‘Linear’ option from the ‘Type’ group. 
 4. Type 1 in the ‘Start Value’ textbox. 
 5. Type 2 in the ‘Increment’ textbox. 
  6. Click ‘Ok’ button to create the numeric list. 
 
Creating Date Series : 
 The following steps are used to create Date Series in the  selected range, 

 1. Get the ‘Fill Series’ dialog box by using the command Edit →→→→ Fill →→→→ Series. 
 2. Select the ‘Down’ option from ‘Direction’ group.  
 3. Select the ‘Date’ option from the ‘Type’ group. 
 4. Select the ‘Day’ from ‘Date Unit’ group. 
 4. Type 03/03/2008 in the ‘Start Value’ textbox. 
 5. Type 2 in the ‘Increment’ textbox. 
  6. Click ‘Ok’ button to create date series. ( 03/03/2008, 03/05/2008, 03/07/2008, . . . ) 
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04.  What is the difference between Absolute and Relative cell addressing mode ? 
Slno Relative Cell Addressing mode Absolute Cell Addressing mode 
1 $ symbol is not presented in relative 

cell addressing mode. 
Each Row and Column heading are 
preceded by $ symbol in relative cell 
addressing mode. 

2 Default cell addressing mode in Star 
Office Calc 

This is default cell addressing mode 
in Star Office Calc. 

3 Relative cell address was 
automatically updated by inserting 
new rows or columns in Star Office 
Calc. 

Absolute cell address was not 
automatically updated in Star Office 
Calc. 

4 Generally relative cell address is 
used in Formulas 

Absolute cell address was used to 
represent charts in Star Office Calc. 

 
7. Database 

  
Two Mark Questions :- 
 
1.  What is the difference between data and information ? 

Data Information 

Data is a fact about people, places or 
some entities 

Information is a group of related 
data conveying some meaning 

Data does not convey any meaning It has some meaning 

Data is the input to the Data 
Processing 

Information is the output from Data 
Processing 

  
2.  Define : Database 
 Database is a repository collection of related data or information. (or) In other words database 
is a collection of related tables. 
 
3.  What is Filtering ? 
 Filtering is the process of displaying and browsing a selected list or subset of records from a 
database table. 
 
4.  List the types of Database. 
 Database can be broadly classified into 5 types, 

 Flat-File Database, 
 Relational Database, 
 Hierarchical Database, 
 Network Database and 
 Object Oriented Database. 

 
5.  Define : Primary Key 
 Primary Key is a key that uniquely identifies a record in a database table. Register Number is 
a primary key in Student table. 
 
6.  What is DBMS ? 
 DBMS - Database Management System. DBMS is a collection of programs that allows us to 
modify/access data from a database. Example for DBMS Software’s are MS-Access, Star Office Base, 
Foxpro, Oracle, etc.,  
 
7.  What is multiple sorting ? 
 Multiple Sorting means sorting on more than one fields of a table at a same time 
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8.  What is a query ? 
 Queries are the special views of the data in a table. Queries are user defined commands in Star 
Office Base. ‘Query Wizard’ is used to create a query. 
 
9. What is Filter ? 
 Filter is a type of query. Filter is used to select and display records which match a certain 
condition. StarOffice Base has 2 types of filters namely Auto Filter and Standard Filter. 
 
10.  List the types of Filter. 
 StarOffice Base has 2 types of filters namely Auto Filter and Standard Filter. 
 
11.  What is the difference between AutoFilter and Default Filter ?  

Auto Filter Default Filter (Standard Filter) 

Auto Filter displays the records that 
match the value of the current field. 

Filter used with condition is called 
as Standard Filter. 

We can apply the condition to only 
one field. 

We can apply the condition to 
multiple fields. 

 
12.  Define : Form 
 A form is a screen that displays the fields of a record in a well-spaced manner. Forms are used 
to edit/view/delete a record from a table. ‘Form Wizard’ is used to create a form. 
 
13.  Define : Report 
 A report is printed information based on a query that gathers information’s from a database. 
A report is created using a DBMS query. ‘Report Wizard’ dialog box is used to create a report. 
 
Five Mark Questions :- 
 
1.  What is the difference between Manual Data Processing and Computerized Data Processing ? 

Slno Manual Data Processing Computerized Data Processing 

1 The efficiency and correctness of 
data processing is limited to the 
individual. 

We can perform the data processing 
operations accurately and quickly. 

2 Here the data processing activity 
takes more amount of time. 

Here the data processing activity 
takes very less amount of time. 

3 Computational and Parallax errors 
are possible here. 

The chances of errors are less in 
computerized data processing. 

4 It involves large amount of paper 
works to store information 

We can store large amount of 
information in smaller computer 
storage medium 

5 Additions, Modifications & Deletion 
are a tedious process in manual data 
processing. 

It is very easy to carry out 
corrections in a database. 

6 It is hard to transfer information 
from one location to another location 

By the use of network 
communications, it is very ease to 
transfer information from one 
location to another. 

7 Searching, Arranging and Filtering 
are very expensive work in manual 
data processing. 

Data manipulations are very easy in 
computerized data processing. 
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2.  Discuss the various ways for manipulating a database.  
 The various ways of manipulating a database are, 

 Searching, 
 Sorting, 
 Merging, 
 Filtering, 
 Performing Calculations, 
 Editing the database, 
 Report Generation. 

 
Searching : 

Searching is a process to select a desired data from a database table. Example: Searching First 
rank holder in a Marksheet table. 

 
Sorting : 

Sorting is the process of arranging the table data in some order. Example : Arranging 
Students table in ascending order based on Student Name. 

 
Merging : 

Merging is a process of joining data from two or more tables of the same or different 
databases.  Example : Merging of two class marksheets into a single table. 

 
Filtering ; 

Filtering is the process of displaying and browsing a selected list or subset of records from a 
database table. Example : Filter the students list who are passed in annual exam. 

 
Performing Calculations : 
 We can perform calculations on the data stored in a database. Example  : Finding total mark 
for all students in a table. 
 
Editing the database : 
 It is a process of Adding new data, deleting a record / field / data, changing database format, 
updating a record, etc.,  
 
Report Generation : 
 We can generate desired report from a database table based on the given query. Example : 
Creating reports on passed students from a marksheet. 
 
3.  Explain the types of database. 
 The database can be classified into 5 types as follows, 

 Flat–File database, 
 Relational database, 
 Hierarchical database, 
 Network database & 
 Object Oriented database. 

 
Flat–File database: 
 A database file that consists of a single data table is called as Flat-File database.  It is suitable 
for single user or small group situations. Spreadsheet is a best example for Flat–File database. 
 
Relational database: 
 A relational database is made up of a set of related tables. The common fields that existing in 
two or more tables creates relationship between these tables. The common fields are referred as 
‘Keys’. 
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Hierarchical database: 
 Hierarchical database are mainly used in Main Frame Computers. This database consists of 
two or more tables. The records in these tables are organized in tree-like structure. The relationship 
between the records are said to be in parent-child relationship. 
 
Network database: 
 This is similar to hierarchical database. This database also consists of two or more tables. In 
this database, the records are related in many-to-many relationship. 
 
Object Oriented database: 
 Object Oriented Database is a new structure in recent years. In this database the records are 
structured in the form of Objects.  
 

8. Multimedia 
 
Two Mark Questions :- 
1. What is Multimedia ? 
 Multimedia is a computer based presentation technique that incorporates text, graphics, 
sounds, animations and video elements. 
 
2. What is MMS ? 
 MMS - Multimedia Messaging System. MMS is an application that allows us to send and 
receive messages over cell phones. 
 
3. Write a note on GIF. 

• GIF – Graphics Interchange Format 

• GIF format is used to represent Image format in a computer. 

• GIF is a 8-bit palette system. 

• We can also create animated pictures using this format. 

• GIF format is based on Lossy compression technique. 
 
4. Write a note on JPEG. 

• JPEG – Joint Photographic Experts Group. 

• JPEG format is used to represent Image format in a computer. 

• JPEG format is based on Lossless compression technique. 

• JPEG format support full colours with relatively small file size. 
 
5. In how many ways you can compress a image files ? 
 We can compress an image in any one of the following 2 ways, 

• Lossy Compression – This compression provides a comparatively higher ratio of compression 
but results in some loss of quality. 

• Lossless Compression – This compression retains the exact image throughout the compression. 
 
6. What is Digital Sampling ? 
 The process of converting analog sound waves to digital format is called as Digital Sampling. 
 
7. What are the 2 categories of 2-D animations ? 
 The two categories of 2-D animations are  

• Cell Based animations & 

• Object Based Animations. 
 
8. List the 3 steps in creating a 3-D animations. 
 The 3 steps in creating a 3-D animations are  

• Modeling, 

• Animating, & 

www.Padasalai.Net



è.ªêè.ªêè.ªêè.ªê----16                                                                        â‡Eˆ ¶Eè è¼ñ‹â‡Eˆ ¶Eè è¼ñ‹â‡Eˆ ¶Eè è¼ñ‹â‡Eˆ ¶Eè è¼ñ‹----õœÀõ‹õœÀõ‹õœÀõ‹õœÀõ‹    

• Rendering. 
 
9.  Define : Morphing 
 Morphing is a technique by which we can blend 2 or more images to form a new image. 
 
10. Define : Warping 
 Warping is the technique of distorting a single image to representing something else. 
 
11. Write a note on MIDI format 

• MIDI stands for Musical Instruments Digital Interface 

• MIDI format was introduced in 1982. 

• This format stores the sounds in form of digital notes. 

• The file extension for this format is .mid (or) .midi 

• This format is supported by most of the browsers. 
 
12. What is inline sound/video ? 
 When sound or video is included as a part of a web page, then it is called as inline sound / 
video. <img>, <bgsound>  tags are used include the inline sound/video’s into a web page. 
 
13.What is plug-ins  (or) Helper Applications ? 
 Plug-in or Helper Application is a program used by the browser to play the sound / video files. 
<embed>, <applet>, <object> tags are used to launch helper application in a browser. 
 

9. Presentation 
 
Two Mark Questions :- 
 
1. What is Slide Show ? (or) State the use of Slide Show 
 A slide show is a series of slides, or pages, that present information on a specific topic. 
 
2. What is presentation ? (or) What is the use of presentation ? 
 A presentation is a series of slides, or pages, that present information on a specific topic. 
 
3. How can you create a presentation ? (or) How can you create a presentation in Star Office ? 

 File →→→→ New →→→→ Presentation command in Star Office environment is used to create a 
presentation. 
 
4. How can you start Star Office Impress ? 
 We can start Star Office Impress in any one of the following, 

• Use the command Start →→→→ All Programs →→→→ Star Office 8 →→→→ Star Office Impress to start 
Star Office Impress. 

• Use the command File →→→→ New →→→→ Presentation, in Star Office Environment to start Star 
Office Impress. 

 
5. What are the various ways for viewing a presentation in Star Office Impress ? 

The various ways for viewing a presentation in Star Office Impress are - Normal View, 
Outline View, Notes view, Handouts View, Slide Sorter View 
 
6. What is Custom Animation ? 
 Custom Animations allows us to add or modify the animation effects to the elements of a slide. 
 
7. What is Slide Transition ? 
 Slide Transition allows us to add / modify / control the transition of each slide in a 
presentation. 
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8. How can you save a presentation ? 

 File →→→→ Save (or) File →→→→ Save As (or) Ctrl + S (or) Save icon is used to save a 
presentation/slide. 
 
9. How can you start a presentation ?  

We can start a presentation in the following  ways, 

• By using the command Slide Show →→→→ Slide Show  

• By using the icon ‘Slide Show’ icon  

• By pressing the key F5 
 
10. Write down the command to insert a slide into a presentation ? 

The menu option Insert →→→→ Slide, is used to insert a slide into a presentation. 
 

11. How can you delete a slide from a presentation ? 
 Select the required Slide from the presentation and press Delete key to delete a slide from a 
presentation. 
 
12. How can you rename a slide ? 

 Slide →→→→ Rename Slide command, is used to rename a slide in the presentation 
 
13. How can you insert a picture into a presentation ? 

 Insert →→→→ Picture →→→→ From File command is used to insert a picture into a presentation / slide. 
 
14. How can you insert a Movie or sound file into a presentation ? 

Insert →→→→ Movie and Sound command, is used to insert a movie or sound file into presentation. 
 
15. List few icons that are present in Media Playback toolbar ? 
 The few icons in playback toolbar are - Play, Pause, Stop, Repeat, Zoom, Mute, Volume 
Slider, etc., 
 
16. What is custom slide show ? 
 Custom Slide Show allows us to display important slides during a presentation. Slide Show, 
Custom Slide Show command is used to display the custom slide show in Star Office Impress. 
 
17. How can you hide or show a slide from a presentation ? 

 Slide Show →→→→ Show / Hide Slide command, is used to hide or show a slide from a presentation. 
 

1. Object Oriented Concepts Using C++ 
Two Mark Questions :- 
 
1. Define Object. 

An object is a kind of a self-sufficient ‘Sub-Program’ with related functions and data that 
serves those functions. Example : Flower is example for class, whereas Lotus, Jasmine, Lilly, Rose are 
examples for objects. 
 
2. List few Object Oriented Languages. 

The following are few Object Oriented Languages : C++, Java, Simula67, Object Pascal, Ada, 
Eiffel, etc., 
 
3. What do you mean by Encapsulation ? 

The mechanism by which the data and functions are bound together within an object 
definition is called as Encapsulation. 
 
4. Define Polymorphism. 

The ability of an object to respond differently to different messages is called as Polymorphism. 
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5. Define Inheritance. 

The process of acquiring the base class properties is called as Inheritance. 
 
6. Define Class. 

A class is a template for entities that have common behaviour. Class is used to create object. 
Example : Flower is example for class, whereas Lotus, Jasmine, Lilly, Rose are examples for objects. 

 
7. What is a Base Cass and Derived Class ? 
        A base class is a class from which other classes are derived. A derived class can inherit the 
members of a base class. 

Base Class 

 
 

 

Derived Class 

 
8. Define Abstraction. (or) Data Abstraction 

Abstraction provides security to data, as unrelated member functions cannot access its data. 
And it also reveals only the essential features of an object. 
 
9. What is Data Hiding ? 
 Data Hiding reveals only the essential features of an object.  The keyword ‘private’ is used to 
implement the data hiding in C++. 
 
10 What are the advantages of Object Oriented programming ? 

1. Data Hiding or Abstraction provides security to data. 
2. Abstraction reveals only the essential features of an object while curtailing the unnecessary 

things. 
3. Polymorphism reduce the software complexity, by means of multiple definitions to a function 

or operator. 
4. Inheritance allows us to derive a new class from an existing class and thus promote Code 

Reusability. 
5. Related functions and their relevant data are tied up into single unit by means of 

Encapsulation. 
 
11. What are the important Concept of OOPS ? 

The important concepts of OOPS are Abstraction, Encapsulation, Inheritance, Polymorphism, 
Dynamic Linking, Message Passing, etc., 
 
12. Difference between Polymorphism and Inheritance 

Polymorphism Inheritance 
The ability of an object to respond 
differently to different messages is 
called as Polymorphism. 

The process of acquiring the base 
class properties is called as 
Inheritance. 

Reduce software complexity Provides Code Reusability 
 

2. Overview of C++ 
Two Mark Questions :- 
 
1. What is a token ? 

A token is the smallest individual unit in a C++ program. Tokens can be classified into 5 types 
as follows, Keywords, Identifiers, Constants, Operators & Punctuators. 
 
2. Define Keyword. (or) Define Reserved words. 
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Keywords have special meaning to the language compiler. Keywords are reserved for special 
purpose. These words cannot be used as normal identifiers. Example for Keywords : auto,  if, switch, 
for, virtual,  while, etc., 
 
3. What do you mean by Constants ? 

Constants are data items whose values cannot be changed during the execution of a program. 
Constants are declared using the keyword ‘const’. 
 
4. What is a escape sequence ? 

Escape sequence are special character constants that is used to denote non-printable 
characters. Escape sequence are represented using character prefixed with a backslash.         
Example : \b,  \n,  \t,  \a,  etc., 
 
5.  In how many ways we can classify the operators ? 
 According to the number of operands, the Operators are classified into 3 types – Unary, 
Binary and Ternary. 
 
6. Write a note on Ternary Operator (or) Conditional Operator. 

Ternary Operator is also called as Conditional Operator. Ternary Operator is equivalent to 
if...else statement in C++. The general syntax for ternary operator is as follows, 

(expression1) ? expression2 : expression3 
 

Example : X = (a>b) ? 20 : 30; 
 
7. Write down the classification of data types. 

We can classify the data types in C++ as follows, 

• Built-in Data Type,   ( int, char, float, double ) 

• User-Defined Data Type &  ( Structure, Union, Class, Enumeration ) 

• Derived Data Type.   ( Array, Function, Pointer, Reference ) 
 
8. What is the use of the keyword ‘typedef’ ? (or) What do you mean by type definition ? 

Type definition allows us to define a variable that would represent an existing data type. The 
general syntax for type definition is, 
typedef   datatype  user_defined_datatype_identifier ; 

 
Example : typedef  int marks; 

   marks Tamil, English; 
 
9. What is the use of the keyword ‘enum’ ? (or) What is enumeration ? 

Enumeration helps a user to create symbolic numeric constants. The syntax for ‘enum’ is, 
 enum datatype_identifier { value1, value2, value3, ..... }; 
 

Example : enum workingday { Mon, Tue, Wed, Thu, Fri } ; 
workingday firstworkingday, lastworkingday; 

 
10. What is a storage class ? 

Storage class in C++ defines the scope and life time of a variable. C++ has 4 storage classes, as 
auto, static, extern, register. 
 
11. What is the significance of a static variable ? 

The ‘static’ modifier allows the variable to exist in the memory of the computer, even if its 
block within which it is declared looses its scope. 
 
12. What is a register variable ? 

The modifier ‘register’ instructs the compiler to store the variable in the CPU register to 
optimize access. 
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13.  Write a note on ‘auto’ storage class. 

The keyword ‘auto’ is used to define local variables. By default the local variables are belongs 
to the class ‘auto’. Local variables are known only to the block in which they are defined. 
 
14.   Write a note on ‘extern’ storage class. 
 Global variables are declared using the keyword ‘extern’. Usually the ‘extern’ variables are 
defined in another program. 
 
15. What is the significance of the keyword ‘void’ ? 

The data type ‘void’ indicates to the compiler that the function does not return a value. And it 
is also used to create a generic pointer variable. 
 

3. Basic Statements 
Two Mark Questions :- 
 
1. Give the syntax for if statement. 

The syntax for if statement is, 
if(condition / expression) 
{ 
 //  action block for True part 
} 

The action block for True part is executed if only the given condition is true. 
 

Example : 
 if ( n % 2 = =  0) 
 { 
  cout << “Even Number” ; 

} 
 
2. Give the syntax for if ... else statement. 

The syntax for if statement is, 
if(condition / expression) 
{ 
 //  action block for True part 
} 
else 
 { 
  //  action block for False part 
 } 

The action block for True part is executed if only the given condition is true, otherwise the 
False part is executed. 
 

Example : 
 if ( n % 2 = =  0) 
 { 
  cout << “Even Number” ; 

} 
  else 
   { 
    cout << “Odd Number” ; 
   } 
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3. Give the Syntax for nested if statement. 
 The Syntax for nested if is as given below, 
 
 if ( condition / expression ) 
 { 
  if ( condition / expression ) 
  { 
   // action block for True part 

} 
else 
 { 

    // action block for True part 
} 

 } 
  
 Example : 
   if ( a > b) 
   { 
    if ( a > c) 
     cout << “A is big” ; 
    else 
     cout << “C is big” ; 
   } 
    
4. Give the syntax for switch statement :- 
 General format : 

switch ( expression ) 
{ 
 case 1  : action block1 ;  
   break ; 
 
 case 2  : action block2 ;  
   break ; 
 
 case 3 : action block3 ; 
   break ; 
 . . . . . . . . . . . . . . 
  
 default : action block4 ; 
} 

 
 Example : 
  switch ( n ) 

{ 
 case 1 :  cout << “One” ; break ; 
 case 2 :  cout << “Two” ; break ; 
 case 3 :  cout << “Three” ; break ; 
 case 4 :  cout << “Four” ; break ; 
 case 5 :  cout << “Five” ; break ; 
 default : cout << “Enter a number between 1 to 5” ; 
} 

 
5. What is a loop ?  
 A loop is a control structure which executes a set of instruction repeatedly for a certain 
number of times until the given condition is true. C++ has 3 types of loops namely for, while and do … 
while. 
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6. What is the difference between while and do … while loop ?  

While Loop Do … While Loop 

Otherwise called as Entry-Check loop Otherwise called as Exit-Check loop 
Test the given condition at the 
beginning of the loop 

Test the given condition at the end of 
the loop 

If the given condition is false the action 
block will never executes. 

If the given condition is false the 
action block will executes atleast one 
time. 

 
7. What is the difference between continue and break statement ? 

The difference between continue and break statement is as shown in the following table, 
Continue Statement Break Statement 

This statement skips any code following 
the continue statement in the loop, and 
forces the next iteration of the loop to 
take place. 

Break statement jumps from the current 
loop and executes the statement next to 
the current loop. 

Example : 
 for ( I = 1; I < 10 ; I ++) 
 { 
  if ( I % 2 = = 0 ) 
  continue ; 
  cout << “   ” << I ; 
 } 
Output : 1   3   5   7   9 

Example : 
 for ( I = 1; I < 10 ; I ++) 
 { 
  if ( I % 2 = = 0 ) 
  break ; 
  cout << “   ” << I ; 
 } 
Output : 1   

 
8. Convert the following switch statement into its equivalent nested if statement. 
  switch ( n ) 

{ 
 case 1 :  cout << “One” ; break ; 
 case 2 :  cout << “Two” ; break ; 
 case 3 :  cout << “Three” ; break ;  
 default : cout << “Enter a number between 1 to 3” ; 
} 

 The equivalent nested if statement for the above switch statement is as follows, 
  
  if( n = = 1 ) 
   cout << “One” ; 
  else 
   if ( n = = 2 ) 

cout << “Two” ; 
   else 
    if ( n = = 3 ) 

cout << “Three” ; 
    else 
     cout << “Enter a number between 1 to 5” ; 
 
 

www.Padasalai.Net



è.ªêè.ªêè.ªêè.ªê----23                                                                        â‡Eˆ ¶Eè è¼ñ‹â‡Eˆ ¶Eè è¼ñ‹â‡Eˆ ¶Eè è¼ñ‹â‡Eˆ ¶Eè è¼ñ‹----õœÀõ‹õœÀõ‹õœÀõ‹õœÀõ‹    

10. Give the syntax for while loop. 
 While loop is used to execute a set of instructions until the given condition is true. The syntax 
for this loop is, 
 
 while ( condition ) 

{ 
  // action block 

} 
 
Example : 
  I = 1 ; 
  while ( I < = 5 ) 
  { 
   cout << “\nKanchipuram” ; 
    I + + ; 
  } 

 
Five Mark Questions : 
 
1.  Explain For loop. 

For loop is a entry controlled loop. For loop is used to execute a set of instruction repeatedly 
for a certain number of times. The syntax for this loop is, 
 

for ( initial_value ;  test_condition ;  increment ) 
{ 
 // action block of  ‘for’ loop 
} 
 

Working principle of a For Loop : 
 

1. The control variable is initialized, when the control enter into the ‘for’ loop for the first time. 
2. Test condition is evaluated. 
3. The body of the loop executed if the condition is true, otherwise it will execute the statement 

next to the ‘for’ loop. 
4. After the executing the body of the loop, the control value will be incremented and the 

condition is tested again. 
 
Example : 

for ( I = 1 ; I < = 5 ; I + + ) 
 { 
  cout  << “\t” << I ; 
 } 
 
 Output :  1 2 3 4 5 
 
Flowchart :   (Refer Book) 
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2.   Explain do…while loop. 
This loop is otherwise called as Exit-Check Loop. do … while loop is used to execute a set of 

instructions until the given condition is true. The syntax for this loop is, 
 
 do 

{ 
  // action block 

} while ( condition ) ; 
 
Working principle of  do…while Loop : 

do … while loop is used to execute a set of instructions until the given condition is true, 
otherwise it executes the statement next to this loop. 
 
Example : 

 
I = 1; 
do 
{ 
 cout < < I  < < “ \ t “ ; 
 I + + ; 
} while ( I < = 5 ) ; 

 
Output  : 1 2 3 4 5 
 
Flowchart :   (Refer Book) 
 
3.  Explain while loop. 
 This loop is otherwise called as Entry-Check Loop. While loop is used to execute a set of 
instructions until the given condition is true. The syntax for this loop is, 
 
 while ( condition ) 

{ 
  // action block 

} 
 
Working principle of  while Loop : 
 

while loop is used to execute a set of instructions until the given condition is true, otherwise it 
executes the statement next to this loop. 
 
Example : 

 I = 1; 
while ( I < = 5 ) 
{ 
 cout < < I  < < “ \ t “ ; 
 I + + ; 
} 

 
Output  : 1 2 3 4 5 
 
Flowchart :   (Refer Book) 
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4. Functions 
Two Mark Questions :- 
 
1. What is a function ? And state its advantage. 

The entire program can be split into modules for providing structured approach to the 
program. And each module is referred as Function. Functions are the building blocks of C + + 
program. The advantages of functions are as follows, 

1. Reusability of code, 
2. Reduce the size of the program, 
3. A function can be shared by other programs, 
4. Provides structured approach to the program. 

 
2 What is the difference between Call by Value and Call by Reference ? 

Call by Value Call by Reference 
In this method, any change in the 
formal parameter is not reflected back 
to the actual parameter. 

In this method, any change made in the 
formal parameter reflected back in the 
actual parameter. 

 
3.  What is the use of Default Arguments ? 

The default arguments facilitate the function call statement with partial or no arguments. 
 
4. What are the things that we should keep in mind while using default arguments in a function ? 

The following are the points that we should note while using default arguments in a function, 
1. The default value is given in the form of variable initialization. 
2. The default values can be included in the function proto-type from right to left. 
3. The default arguments facilitate the function call statement with partial or no arguments. 

 
5 What is a inline Function ? (or) What is the advantage of inline function ? 
 An inline function looks like a normal function in the source file but inserts the function’s code 
directly into the calling function. Inline functions executes faster but require more memory space. 
 
6 List the scopes available in C + +. 
 The scopes available in C++  are Local scope, Function scope, File scope and Class scope. 
 
7.  What is Local Scope ? 
 The significance of Local Scope variables are as follows, 

 These variables are declared within a block. 
 The Scope of the variable is within the block only in which it is defined. 
 It cannot be accessed from outside the block from where it is declared. 

 
8.  What is File Scope ? 
 The significance of File Scope variables are as follows, 

 The variables that are declared above all the blocks and functions are said to be in File 
Scope. 

 The scope of these variables is throughout the program. 
 The life time of these variables are throughout the execution of the program. 

 
9.  What is Class Scope ? 
 The significance of the Class Scope variables are as follows, 

 These variables are declared within a class block. 
 The Scope of the variable is within the class in which it is defined. 
 It cannot be accessed from outside the class from where it is declared 
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Five Mark Questions :- 
 
1.   Explain Call by value. 
 In Call by Value, any change in the formal parameter is not reflected back to the actual 
parameter. In this method, the called function creates new variables to store the value of the 
arguments passed to it. 
 
Example : 
 

#include <iostream.h> 
 
void change(int n) 
{ 
 n = n + 10 ; 
} 
 
void main(void) 
{ 
 int a = 100 ; 
 cout << “\nA = “ << a ; 
 change( a ) ; 
 cout << “\nA = “ << a ; 
} 

 
Output :  A = 100 
   A = 100 
 
2.   Explain Call by Reference. 
 In Call by Reference, any change made in the formal parameter reflected back in the actual 
parameter. In this method, the called function arguments become alias to the actual parameters in the 
calling function. 
 
Example : 

 
#include <iostream.h> 
void change(int &n) 
{ 
 n = n + 10 ; 
} 
 
void main(void) 
{ 
 int a = 100 ; 
 cout << “\nA = “ << a ; 
 change( a ) ; 
 cout << “\nA = “ << a ; 
} 

 
Output :  A = 100 
   A = 110 
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3.   Explain the various Variable Scopes. 
 The various scopes in C++ are as follows, 

 Local Scope, 
 Function Scope, 
 File Scope, & 
 Class Scope 

 
Local Scope : 

The significance of Local Scope variables are as follows, 
 These variables are declared within a block. 
 The Scope of the variable is within the block only in which it is defined. 
 It cannot be accessed from outside of the block from where it is declared. 

 
Function Scope : 
 The significance of Function Scope variables are as follows, 

 These variables are declared within a function. 
 The Scope of the variable is within the function only in which it is defined. 
 It cannot be accessed from outside of the function from where it is declared. 

 
File Scope : 

The significance of File Scope variables are as follows, 
 The variables that are declared above all the blocks and functions are said to be in File 

Scope. 
 The scope of these variables is throughout the program. 
 The life time of these variables are throughout the execution of the program. 

 
Class Scope : 

The significance of the Class Scope variables are as follows, 
 These variables are declared within a class block. 
 The Scope of the variable is within the class in which it is defined. 
 It cannot be accessed from outside the class from where it is declared 

 
5.  Structured Data Type - Arrays 

Two Mark Questions :- 
 
1.       What is an Array ? 
         An array is a derived data type that can hold several values of same data type in a variable 
name. The array elements are stored in consecutive memory locations. 
 
2.       What are the 2 types of arrays ? 
         The 2 types of arrays are one dimensional array and multi-dimensional array. 
 
3.  How can you declare a Single Dimensional Array ? 
 The general syntax for declaring Single Dimensional Array is as follows, 

data_type  array_name [ size ] = { initial values } ; 
 
Example : 

int  a [ 10 ] ; 
int  n [ 4 ] = { 12, 24, 36, 48 } ; 
char name [ ]  = “Bharathy” ; 

 
4.  Write a note on getline ( ) method ? 

getline( ) is a method of cin object. It was declared in the header file ‘istream.h’. getline( ) is 
used to store a line of characters into a string. The syntax for getline( ) method is, 

getline ( char * , number of characters, delimiter ) ; 
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5.  Write a note on write ( ) method ? 
 write( ) is a method of cout object. It was declared in the header file ‘ostream.h’. This method 
is used display ‘n’ number of character from a string on the screen. The general syntax for this 
method is ,  

write ( char * , number of characters ) ; 
 
6.  State the use of strlen ( ) function. 

This function returns the number of characters stored in the character array (ie, string). The 
general format of this function is,     strlen(char *) 
 
7.  State the use of strcpy ( ) function. 
 This function is used to copy the source string into target string. The general format of this 
function is,      strcpy( char *str1 , char *str2 ) ; 
 
8.  State the use of strcmp ( ) function. 
         Strcmp( ) function is used to compare 2 given strings and 
                returns =0, if both the strings are equal, 
                returns >0, if string1 is greater than string2, & 
                returns <0, if string1 is lesser than string2. 
 
9.  How can we declare a two dimensional array ? 
Two dimensional array is a array of arrays. The general syntax for declaring a 2D array is as follows, 

 
data_type  array_name [ size1 ] [ size2 ] = { initial values } ; 

 
Example : 

int  a [ 3 ] [ 4 ] ; 
int  n [ 2 ] [ 2 ]  = { 12, 24, 36, 48 } ; 
char name [ 3 ] [ 30 ]   = { “Bharathy” , “Rama”,  “Gandhi” }; 

 
10.  How the 2D array is stored in memory ? 
 A elements of a 2D array is stored in the memory in any one of the following ways, 

Row-Major Order (or) Column-Major Order 
 
Example : int  N [ 2 ] [ 2 ]  = { 12, 24, 36, 48 } ; 
 
Memory representation in Row-Major Order, 

N[0][0] N[0][1] N[1][0] N[1][1] 
12 24 36 48 

 
Memory representation in Column-Major Order, 

N[0][0] N[1][0] N[0][1] N[1][1] 
12 36 24 48 

 
11.       What is a string ? 
         Strings are treated as single dimensional array of characters. The declaration of strings are 
same as numeric arrays. The character array (string) should be terminated with NULL character. 
 
12.       List few string handling functions in C++. 
         The following are few string handling functions in C++, 
         strlen, strcpy, strcmp, strrev, strcat, stricmp, strncat, etc., 
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Five Mark Questions :- 
 
1.      Explain some string manipulating functions in string.h header file. 
        The following are few string handling functions in string.h header file, 
 

Slno Function Syntax Purpose 
1 strlen( ) strlen(char *) Returns the number of 

characters stored in the array 
2 strcpy( ) strcpy(char *, char *) Copies the source string to 

target string. 
3 strcmp( ) strcmp(char *, char *) Compares 2 strings with case 

sensitiveness. 

4 strrev( ) strrev(char *) Reverse the given string 

5 strcat( ) strcat(char *, char *) Concatenates 2 strings into 
single string. 

6 stricmp( ) stricmp(char *, char *) Compares 2 strings without 
case sensitiveness 

 
6 . Classes and Objects 

Two Mark Questions :- 
 
1.   What is a Class ? 
 A class is a way to bind the data and its associated functions together. In C++, class is used to 
implement a user-defined data type. 
 
2.   What is an Object ? (or) What is an Instance ? 
 In C++, the variables of a class is called as ‘Object’. An Object is a group of related functions 
and data that serves those functions. 
 
3.   Define Encapsulation. 
 The mechanism by which the data and functions are bound together within an object 
definition is called as Encapsulation. 
 
4.   What is Data Abstraction ? 

Abstraction provides security to data, as unrelated member functions cannot access its data. 
And it also reveals only the essential features of an object. 
 
5.   Write the significance of ‘private’ keyword ? 
 Private variables are accessible by only its own members and certain special functions called 
‘friend functions’. This is the default access specifier in a class. 
 
6.   What is the importance of ‘public’ access specifier ? 

Public variables are accessed by other members of the class members and objects. 
 

7.   Write down the syntax for declaring a class ? 
 The syntax for declaring a class is as follows, 
 

class class_name 
{ 
 private : 
   data members 
   member functions 
 protected : 
   data members 
   member functions 
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 public : 
   data members 
   member functions 
} ; 

 
Example : 
 

class sample 
{ 
 public : 
  int   i  ; 
  void  show ( void )  
  { 
   cout < <  i  ; 
  } 
} ; 

 
8.   What is the importance of ‘static’ keyword ? 
        A static data member possess the following things, 

1. The static member variable is initialized to zero. 
2. Only one copy of the member variable is created and is shared by all the other objects of its 

class type. 
3. Its scope is within the class but its lifetime is till to the end of the program execution. 

 
Chapter 7 :     Polymorphism 

Two Mark Questions :- 
 
1.       Define Polymorphism. 

The ability of an object to respond differently to different messages is called as Polymorphism. 
 
2.       What is Function Overloading ? 
         The ability of the function to process the message or data in more than one form is called as 
function overloading. Function Overloading is a way to achieve polymorphism in C++. 
 
3.  What is Operator Overloading ? 
       The mechanism of giving special meaning to an operator is called as 'Operator Overloading'. 
Operator Overloading is a way to achieve polymorphism in C++. 
 
4.      What are the rules for function overloading ? 
        The rules for function overloading is as follows, 

1. Each overloaded function must differ either by the number of formal parameters or by their 
data types. 

2. The return type of overloaded functions may or may not be of same data type. 
3. The default arguments of overloaded functions are not considered by C++ compilers. 
4. Do not use same function name for 2 un-related functions. 

 
Five Mark Questions :- 
 
1.  How can you overload an Unary Operator ? 
 The process of overloading involves : 

1. Create a class that defines the data type that is to be used in the overloading operators. 
2. Declare the operator function operator ( ) in the public part of the class. 
3. Define the operator function to implement the required operations. 
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Example : 
#include <iostream.h> 
class Sample 
{ 
   public : 
 int l ; 
 void assign ( int a ) 
 { 
  l = a ;  
 } 
  
 void show ( void ) 
 { 
  cout << "\n" << l  ; 
 } 
 
 void operator - ( void ) 
 { 
  l = - l ;   
 } 
} ; 
 
void main( void ) 
{ 
 Sample obj ; 
 obj.assign ( -10 ) ; 
 obj.show ( ) ; 
 - obj ; 
 obj.show ( ) ; 
}    
    

Example : 
        ----10        
            10        
    
2.   How can you overload a Binary Operator ? 

The process of overloading involves : 
1. Create a class that defines the data type that is to be used in the overloading operators. 
2. Declare the operator function operator ( ) in the public part of the class. 
3. Define the operator function to implement the required operations. 

 
Example : 
    

#include <iostream.h> 
 
class Sample 
{ 
   public : 
 int l ; 
 void assign ( int a ) 
 { 
  l = a ;   
 } 
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 void show ( void ) 
 { 
  cout << "\n" << l ; 
 } 
 
 Sample operator + ( Sample x ) 
 { 
  Sample tmp ; 
  tmp.l = l + x.l;   
  return tmp ; 
 } 
} ; 
 
void main( void ) 
{ 
 Sample o1, o2, o3 ; 
 
 o1.assign ( -10 ) ; 
 o2.assign ( 2 ) ; 
 o3 = o1 + o2 ; 
 o1.show ( ) ; 
 o2.show ( ) ; 
 o3.show ( ) ; 
}    

    
Output 
        ----10    
            2    
        ----8    
 
3.       List the rules for overloading operators. 
         The rules for operator overloading is as follows, 

1. Only existing operators can be overloaded. 
2. New operators cannot be created. 
3. The basic definition of an operator cannot be replaced. 
4. The overloaded operator must have atleast one operand of user defined type. 
5. When binary operators are overloaded, the left hand object must be an object of the relevant 

class. 
6. Binary operators overloaded through a member function take one explicit argument. 

 
8. Constructors and Destructors 

Two Mark Questions :- 
 
1.   What is a Constructor ? 
 Constructor is a special function of a class that comes into scope when an instance of a class 
gets executed. 
 
2.      What is a destructor ? 
        It is a special function that removes the memory of an object which was allocated by the 
constructor at the time of creating an object. The destructor was prefixed by the symbol '~'. 
 
3.      What is a default constructor ? 
        Constructor without parameters are called as default constructor. The constructor defined by the 
compiler in the absence of user defined constructors is called as default constructor. 
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4.      What is a copy constructor ? 
        Copy constructor is used to copy the values of one object to another. Copy constructor takes 
object's reference as its arguments. 
 
5.      What are the rules for defining a constructor ? 
        The rules for defining a constructor is as given below, 

1. The name of the constructor must be same as that of the class name. 
2. The constructor is executed automatically. 
3. The constructors can be overloaded. 
4. A constructor can have parameter list. 
5. The compiler generates a constructor, in the absence of a user defined constructor. 
6. The constructors are defined in public visibility mode. 

 
6.      What are the rules for defining a destructor ? 
        The rules for defining a destructor is as given below, 

1. The name of the destructor must be same as that of the class name and prefixed by ~ symbol. 
2. The destructor cannot have arguments. 
3. It should have return type. 
4. Destructors cannot be overloaded. 
5. In the absence of user defined destructor, it is generated by the compiler. 
6. The destructor is executed automatically when the control reaches the end of the scope. 
7. The constructors are defined in public visibility mode. 

 
7.      What are the functions of a constructors ? 
        The 2 functions of a constructor are (a) Initializes the class object and (b) allots memory space for 
the object. 
 

Chapter 9 :     Inheritance 
Two Mark Questions :- 
 
1.       What is Inheritance ? 

The process of acquiring the base class properties is called as Inheritance. 
 

2.       What are the advantages of Inheritance ? 
         The advantages of Inheritance are as follows, 
                Reusability of code, 
                Code Sharing, & 
                Consistency of interface. 
 
3.       What is Derived class and Base class ? 
         A base class is a class from which other classes are derived. A derived class can inherit the 
members of a base class. 

Base Class 

 
 

 

Derived Class 

 
4.       What are the various types of Inheritance ? 
         The Various types of inheritance are Single Inheritance, Multiple Inheritance, Multi-Level 
Inheritance, Hybrid Inheritance and Hierarchical Inheritance. 
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5.       What is Single Inheritance ? 
         When a derived class inherits only from one base class, it is known as single inheritance. (see 
book diagram in page 203). 
 
6.       What is Multiple Inheritance ? 
         When a derived class inherits from multiple base classes it is known as multiple inheritance. 
(see book diagram in page 203). 
 
7.       What is Multilevel Inheritance ? 
         When a class is derived from a class which is a derived classitself, then this is referred as 
multilevel inheritance. 
 
8.       What do you mean by Abstract class ? 
         Classes used only for deriving other classes are called as Abstract class. Objects are not 
created from abstract classes. 
 

Chapter 10 :    Impact of Computers on Society 
Two Mark Questions :- 
 
1.      How computers are used for personal use ? 
        The computers are used for personal use in the following ways, 

1. Camera and Speakers, 
2. Archive Unit - Enables data storage and management, 
3. Emotion Containers, 
4. Personal Archives - Stores personal details, 
5. Picture Phone and Pad, 
6. Karaoke System, 

 
2.      What is e-Banking ? 
        e-Banking permits banking from the comfort of the home by using Internet facilities. e-Banking 
improve the services of a bank. 
 
3.      What do you mean by e-Shopping ? 
        We can purchase any product, any brand, and quantity from anywhere by using Computers and 
Internet. This is called as e-Shopping. 
 
4.      What is e-Learning ? 
        e-Learning enables us to get online education which leads to get degree and certificates. 
 
5.      How computers are used in Education ? 
        Computers are used in education by the following ways, 

1. Computer Based Tutorials, 
2. e-Learning, 
3. Browsing the Internet for e-Books. 
4. Spreading information about course, colleges, scholarships, career guidance, etc., 

 
6.      What is Tele-Medicine ?         
        Patient Tracking System, Exchanging diagnostic reports, Tracking and Monitoring the 
Communicable diseases, Remote diagnostic using Internet are referred as Tele-Medicine. 
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Chapter 11 :    IT Enabled Services 
Two Mark Questions :- 
 
1.      List some IT Enabled Services. 
        e-Governance, Call Centers, Medical Transcription, Tele Medicine, BPO, Data Management, 
Data Digitization, Website Services, Digital Content Development, etc., are some IT Enabled Services. 
 
2.      Which organizations are potentially get benefits from ITES ? 
        Banking, Government Agencies, Hospital, Insurance, Corporate Offices, Municipalities, Police 
Departments, manufacturing Units, Publishers, Telecom Sectors, Transport departments, Research 
centers, Education departments, etc., 
 
3.      What is e-Governance ? 
        The government functionaries such as Press release, Special Schemes, Contacts, Links, Feedback, 
IAS intranet, Site Map, Land Assessment, Tax Paying are carried out by means of Computers and 
Internet. This is called as e-Governance. 
 
4.      What is a Call Center ? 
        A call center is a telephone based service center for specific customer activities and customer 
related functions. It operates round the clock and year. 
 
5.      Define Data Management. 
        Data Management is a category of IT Enabled Services pertaining to collection, digitization and 
processing of data coming from various sources. 
 
6.      What is Medical Transcription ? 
        Medical Transcription is a permanent, legal document that formally states the result of a medical 
investigation. It facilitates communication and supports the insurance claims. 
 
7.      List few Website Services provided by ITES. 
        Career Guidance, Employment Online, Agricultural Marketing Network, Advertisements, 
Examinations Results, General Provident Fund, etc., 
 

Chapter 12 :    Computer Ethics 
Two Mark Questions :- 
 
1.       In how many ways the personal data can be protected ? 
         Personal data can be protected by means of the following 3 ways, 

• Physical Security, 

• Personal Security, & 

• Personnel Security. 
 
2.  What is Physical Security ? 
 Physical security refers to the protection of hardware, magnetic disks and other items that 
could be illegally accessed, damaged or destroyed. This is done by the restricting the people who can 
access the resources. 
 
3.  What is Personal Security ? 
 It refers to the Software setups that permits only authorized access to the system by means of 
User Ids and Passwords. 
 
4.       What is computer crime ? 
         Computer crime is any illegal activity using computer software, data or access as the object, 
subject or instrument of the crime. 
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5.  What is Piracy ? 
 Duplicating and using of duplicated software and hardware is called as Piracy. 
 
6.  What is Virus ? 
 Virus is a self-replicating program. It may affect our documents, or system files or just taking 
memory space. 
 
7. What is cracking ? 
     Cracking is the illegal access to the network or a computer system or resources. The resource may 
be hardware, software, files or system information. 
 

Lesson 1 – An Introduction to StarOffice Writer 
 
1 StarOffice consists of several applications. 
2 StarOffice Writer is used to create / edit text documents. 
3 StarOffice Calc is used to create / edit worksheets / workfile. 
4 StarOffice Impress is used to create / edit presentations / slides. 
5 Drawings can be draw using StarOffice Draw. 
6 StarOffice Base is used to create / edit Databases. 
7 StarOffice is designed to work on different Operating Systems (Unix, Solaris, Linux, & 

Windows) 
8 StarOffice Writer is a Word Processor. 
9 Examples for Word Processor’s MS-Word, Lotus AmiPro, WordStar, WordPro, 

WordPerfect,... 
10 File, New, Text Document command, in StarOffice environment is used to open Star Office 

Writer. 
11 Start, All Programs, Star Office 8, Star Office Writer, command is used to open StarOffice 

Writer. 
12 Start, Programs, Star Office 8, Star Office Writer, command is used to open StarOffice Writer. 
13 Which command is used to create/open a new text document ? File, New, Text Document. 
14 Untitled1 is the default file name in StarOffice Writer 
15 Which menu option is used to open StarOffice Writer while StarOffice was already in opened 

state ? File, New, Text Document. 
16 The flashing vertical bar that appears on the screen is called as Insertion Point. 
17 The thick horizontal bar at the end of the document is referred as End of Document Marker. 
18 When the text being typed reaches the end of the line, StarOffice Writer will automatically 

wrap the text to the next line. This is called as Wrap up. 
19 Enter key must not be pressed at the end of the each line. 
20 Enter key should be pressed only at the end of a paragraph or insert a blank line. 
21 File, Save command, is used to save a document. 
22 File, Save As command, is also used to save a document. 
23 Ctrl + S is the keyboard shortcut for saving a document. 
24 Save icon from the Standard Toolbar is used to save document, 
25 File, Save As command, is used to give alternative name for a file which was already saved. 
26 The Saved document name was displayed in Title Bar. 
27 File, Close command is used to close a document. 
28 Which menu option is used to open a document which was already saved ? File, Open 
29 Open icon is used to open a document. 
30 File Save, File Save As, Ctrl+S options are used to get the dialog box ‘Save As’. 
31 Save icon is used to get the dialog box ‘Save As’. 
32 File, Open command, ‘Open’ icon is used to get the dialog box ‘Open’. 
33 Open icon is the alternative way for opening an existing file. 
34 Which textbox from ‘Save As’ dialog box is used to provide a name for a file ? File Name 
35 ‘Save as type’ option from ‘Save As’ dialog box is used to save a document in different file types. 
36 In how many ways we can switch over from one document to another ? 2 
37 Window menu is used to switch over from one document to another. 
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38 File, Close command is used to close an opened document. 
39 We can’t move insertion point after the End of Document Marker. 
40 Scrolling a document does not move insertion point. 
41 Backspace key deletes the character of the left of the insertion point. 
42 Delete key deletes the character of the right of the insertion point. 
43 Insert Key is used to switch over from Insert Mode to Type-Over Mode. 
44 In how many ways we can select a document in StarOffice Writer ? 2 
45 Double click on a word is used to select a word. 
46 To select an entire line, move the insertion point to the beginning of the line and press 

Shift+End keys. 
47 Ctrl+A is the shortcut for selecting the entire document. 
48 Edit, Cut command (or) Cut icon (or) Ctrl+X shortcut is used to cut the selected text portion. 
49 Edit, Paste command (or) Paste icon (or) Ctrl+V shortcut is used to paste the selected text 

portion. 
50 Edit, Copy command (or) Copy icon (or) Ctrl+C shortcut is used to copy the selected text 

portion. 
51 Which facility in StarOffice Writer is used to search a text in a document ? Find & Replace 
52 Which feature in StarOffice Writer is used to replace a text portion? Find & Replace 
53 ‘Find & Replace’ dialog box, can be get by the command Edit, Find & Replace (or) by using the 

Keyboard Shortcut Ctrl+F. 
54 Which menu option is used to get the Find & Replace Facility ? Edit, Fine & Replace. 
55 Which Shortcut is used to get the Find & Replace Feature ? Ctrl+F. 
56 ‘Search for’ textbox is used to type the text that we want to find in the document. 
57 The replacement word or phrase should be typed in the textbox ‘Replace with’. 
58 Find button is used to start the search process. 
59 Replace button is used to replace the found instance of the word, that we entered in ‘Replace 

with’ text box. 
60 Which button is used to replace all the instances with the word that we entered in the ‘Replace 

with’ text box ? Replace All. 
61 Find All button is used to highlight all found instances in the document. 
62 Close button is used to close the Find & Replace dialog box. 
63 The following table summarizes the moving of Insertion Point in the document. 

Keys Movement Action 
Left Arrow One Character to the Left 

Right Arrow One Character to the Right 
Ctrl + Left Arrow One Word to the Left 

Ctrl + Right Arrow One Word to the Right 
Up Arrow Up One Line 

Down Arrow Down One Line 

End To the End of the Line 
Home To the Beginning of the line 

Ctrl + End To the End of the Document 
Ctrl + Home To the Beginning of the Document 

 
Lesson 2 – Text Formatting 

 
1 Almost all formatting options are available under Format Menu. 
2 Bold icon is used to make the selected text portion as bolded text. 
3 Ctrl+B shortcut is used to make the selected text portion as bolded text. 
4 Italics icon is used to make the selected text portion as italized text. 
5 Ctrl+I shortcut is used to make the selected text portion as italized text. 
6 Underlined icon is used to make the selected text as underlined text. 
7 Ctrl+U shortcut is used to make the selected text portion as underlined text 
8 Format, Character command, is used to get the dialog box ‘Character’. 
9 Times New Roman is used in official documents. 
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10 Which font contains decorative characters ? Fajitha 
11 Symbols and Wingdings are used to insert special characters in the document. 
12 The font size is measured in Points. 
13 There are 72 points to an inch. 
14 ‘Font Name’ is used to change the font. 
15 ‘Font Size’ is used to change the font size for the required text. 
16 ‘Font Color’ is used to change the font colour for the selected text portion. 
17 Highlighting is used to call attention to key ideas and points in a document. 
18 Highlighting icon, is used to call attention to key ideas and points in a document. 
19 Which option from the colour palette is used to remove highlighting for the selected text portion 

? No Fill 
20 Format, Character option, is used to do almost all text formatting options. 
21 Which dialog box is used to do more than two text formatting options at a time ? Character. 
22 The paragraph options for one paragraph are carried down to another paragraph by using the 

key Enter. 
23 If the paragraph marker is deleted, the formatting options of one paragraph is carried the next 

one. 
24 The paragraph alignments in StarOffice Writer are of 4 kinds (Left, Centered, Right & 

Justified). 
25 Indentation is used to set apart the quotation from the main document. 
26 Hanging indent is used for numbered list. 
27 A negative value in ‘First Line’ option from Indents & Spacing tab of ‘Paragraph’ dialog box, 

results Hanging Indent. 
28 Which buttons from Formatting toolbar is used to increase or decrease the indentation spaces ? 

Increase Indent button (or) Decrease Indent button. 
29 Which dialog box is used to increase or decrease indentation of a paragraph ? Paragraph 
30 Increase Indent button is used to increase the indentation of a selected text portion. 
31 Decrease Indent button is used to decrease the indentation of a paragraph. 
32 By how far the paragraphs are indented by using Increase Indent / Decrease Indent button ? ½ 

inch. 
33 What is the menu option for getting the dialog box ‘Paragraph’ ? Format, Paragraph 
34 Which tab from ‘Paragraph’ dialog box should be used to increase or decrease indentation ? 

Indents & Spacing. 
35 The default line spacing in StarOffice Writer is Single. 
36 Bullets are used to list important points or topics in a document. 
37 The fastest way to create a bulleted list is to use Bullets button from formatting toolbar. 
38 The fastest way to create a numbered list is to use Numbering button from formatting toolbar. 
39 Which command is used to apply or remove bullets/numbering ? Format, Bullets and 

Numbering. 
40 Which command is used to get Bullets and Numbering dialog box ? Format, Bullets and 

Numbering. 
41 Style is a named set of defaults for formatting text. 
42 Styles are best suitable for extensive formatting options. 
43 Styles require more advanced planning. 
44 Star Office has 4 help features (Online Help, Help Agent, Help Tips, Extended Help Tips) 
45 Star Office has an On-Line Help facility. 
46 On-Line help facility can be get by the command Help, StarOffice Help (or) by using the 

function key F1. 
47 StarOffice Writer has a Help Agent. 
48 We can get the Context Sensitive help in StarOffice Writer, if Help Agent is in ON State. 
49 Which button is used to get the help information about a dialog box ? Help Button 
50 Extended help tips can be get by using the shortcut Shift+F1. 
51 How many types of formatting options are there ? 2 (Hard formatting and Soft formatting) 
52 Which menu is used to get on-line help ? Help. 
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53 The various paragraph alignments options is as follows, 
Alignments Shortcut Icon 

For Right Alignment Ctrl + R Align Right 

For Left Alignment Ctrl + L Align Left 

For Centered Alignment Ctrl + E Centered 
For Paragraph Justification Ctrl + J Justified 

 
Lesson 3 – Correcting Spelling Mistakes 

 
1 StarOffice Writer has a dictionary and a spell checking program. 
2 Which application identifies the spelling mistakes in a text document ? StarOffice Writer. 
3 Backspace key is pressed to delete a misspelled word. 
4 When Auto-Spell Check feature is in ON state, StarOffice Writer compare the each typed word 

with its dictionary, and underline the word that do not matches with the dictionary, with 
squiggly red line. 

5 Spell Check dialog box can be get by the command Tools, Spellcheck (or) by the function key F7 
(or) by the icon SpellCheck. 

6 ‘Not in dictionary’ text area displays the misspelled word. 
7 Suggestions list displays the alternative spelling for the misspelled word. 
8 ‘Ignore Once’ button is used to skip this current occurrence but stop to the next one. 
9 To skip all occurrences Ignore All button is used. 
10 Change button, is used to replace the word with the one from the suggestion list. 
11 Change All button, is used to replace all occurrences in the document. 
12 If none of the replacements is correct, correction can be made manually in ‘Not in dictionary’ 

text area. 
13 Add button is used to add a new word in Star Office dictionary. 
14 StarOffice Writer will automatically corrects some common spelling mistakes. This feature is 

referred as Auto Correction. 
15 Which menu option is used to get AutoCorrect dialog box ? Tools, Auto Correct. 
16 Which menu option is used to add a new word in auto correct list ? Tools, Auto Correct. 
17 The word that to be replaced is typed in Replace text box. 
18 The replacement word to be typed in ‘With’ text box. 
 

Lesson 4 – Working with Tables 
 
1 Which button from the main toolbar is used to insert a table into a document ? Insert Table 
2 Insert Table icon is used to get the dialog box ‘Insert Table’. 
3 Insert Table dialog box can be get by using the command Table, Insert, Table. 
4 Which icon from the floating toolbar is used to insert a table into the document ? Insert Table. 
5 Columns spin box from the ‘Insert Table’ dialog box is used to enter the number of columns in 

a table. 
6 Rows spin box from the ‘Insert Table’ dialog box is used to enter the number of rows in a table. 
7 Name textbox is used to name a table. 
8 The intersection of columns and rows creates cells. 
9 Tab key is used to move forward through the cells in a table. 
10 Shift+Tab key is used to move backward through the cells in a table. 
11 Which key is used to insert a blank row in a table ? Tab 
12 Table, Insert, Rows menu option is used to insert multiple rows in a table. 
13 Table, Insert, Columns command, is used to insert multiple columns in a table. 
14 Which dialog was displayed by selecting the command Table, Insert, Rows ? Insert Rows. 
15 Which dialog was displayed by selecting the command Table, Insert, Columns ? Insert 

Columns. 
16 Delete key is used to delete the contents of a table. 
17 Table, Select, Table command, is used to select a table. 
18 Table, Delete, Table command, is used to delete the selected table. 
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19 Which command is used to delete the selected rows ? Table, Delete, Rows 
20 Which command is used to delete the selected column ? Table, Delete, Columns 
21 Which key is used with left / right arrow keys to alter the column width of a table ? Alt 
22 Which key is used with up / down arrow keys to alter the row height of a table ? Alt 
23 Table Format dialog box can be get by the command Table, Table Properties. 
24 Which dialog box is used to alter the column width of a table ? Table Format 
25 Which option is used to make the selected columns evenly spaced ? Column, Space Equally 
26 Which option is used to make the selected rows evenly spaced ? Row, Space Equally 
27 Which toolbar is displayed on the screen while placing the cursor in the table ? Table 

Formatting Toolbar 
28 How many icons are there in table formatting toolbar ? 19 (13) 
29 Merge Cells icon, is used to combine two or more cells into a single one. 
30 Split Cells icon is used to split a cell into two or more cells. 
31 Optimize icon is used to space the columns equally, to space the rows equally, to make optimal 

row height and to make optimal column width. 
32 Insert Rows icon, is used to insert a row in a table. 
33 Insert Columns icon, is used to insert a column in a table. 
34 Delete Row icon, is used to delete the selected row from the table. 
35 Delete Column icon, is used to delete the selected column from the table. 
36 Borders icon, is used to apply different borders option for a table. 
37 Line Style icon, is used to choose the line style for the table borders. 
38 Border colour icon, is used to apply the colour for table borders. 
39 Which toolbar is used to change the table borders ? Table Formatting Toolbar 
 

Lesson 5 – Page Formatting 
 
1 The space between the page edge and the typing region is referred as Margin. 
2 The default margins is 1 inch at top and bottom part of the document.  
3 The default margins is 1.25 inches at left and right side of the document. 
4 Page Style dialog box can be get by the command Format, Page. 
5 File, Page Preview command is used to see the document changes. 
6 Close preview button is used to close the  preview screen of StarOffice Writer. 
7 Which menu contains the option ‘Page Preview’ ? File 
8 View, Ruler command, is used to show rulers on the screen. 
9 Which menu contains the option Ruler ? View 
10 StarOffice Writer has 2 types of page orientation (Landscape & Portrait). 
11 In which page orientation the height of the document is more than its width ? Portrait. 
12 In which page orientation the width of the document is more than its height ? Landscape. 
13 Header is at the top of the document. 
14 Footer is at the bottom of the document. 
15 Header/Footer is used to add some reference remarks such as page numbers, document title, 

author’s name, organization name. 
16 Which tab is used to insert header into the document ? Header 
17 Which option from Header tab of Page Style dialog box is used to insert header into a document 

? Header on. 
18 Which tab is used to insert footer into the document ? Footer 
19 Which option from Footer tab of Page Style dialog box is used to insert header into a document 

? Footer on. 
20 Page numbers are inserted into header / footer by using the command Insert, Fields, Page 

Number 
 

Lesson 6 – Spreadsheet 
 
1 Personal Computers are introduced in the year 1975. 
2 First electronic spreadsheet is VisiCalc. 
3 VisiCalc was released in the year 1979. 
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4 VisiCalc was invented for the computer Apple 2. 
5 VisiCalc was invented by Dan Bricklin and Bob Frankston. 
6 VisiCalc contains 254 rows and 63 columns. 
7 Spreadsheet are made up of rows and columns. 
8 The intersection of rows and columns creates cells. 
9 Number of rows in StarOffice Calc is 65536 (32000) and columns is 256 (from A to IV). 
10 Lotus 1-2-3 (in 1982) and Improve are the products from Lotus Corporation. 
11 MS-Excel is a product from Microsoft Corporation. 
12 Quattro Pro is a product from Borland International. 
13 StarOffice Calc is a product from Sun Micro System. 
14 StarOffice Calc is a part of the product Star Office. 
15 Which software should be started to use StarOffice Calc ? Star Office 
16 StarOffice Calc is a powerful spreadsheet software. 
17 File, New, Spreadsheet command, is used to open StarOffice Calc in Star Office environment. 
18 Formula Bar is used to display the contents of a cell. 
19 Column heading is below to the Formula Bar. 
20 Status Bar is at the extreme bottom of the StarOffice Calc window. 
21 Cell Pointer indicates the active cell. 
22 The cell pointer is always in the cell A1. 
23 Home, Tab, PgUp, PgDn, End, Movement Arrow Keys are used to move the cell pointer in a 

worksheet. 
24 The values other than the numbers are treated as Labels. 
25 The date format in StarOffice Calc is MM/DD/YY and time format is HH:MM:SS. 
26 File, Save menu option (or) File, Save As menu option (or) Ctrl+S Keyboard Shortcut (or) Save 

icon is used to save a worksheet/ work file. 
27 Which menu option is used to save a worksheet in other name ? File, Save As 
28 File, Close is used to close a work file/worksheet. 
29 File, Open command (or) Open icon is used to open an existing work file. 
30 Which dialog box was displayed by clicking Open icon ? Open 
31 Which dialog box was displayed by clicking the menu option File, Open ? Open 
32 File, Save command, Save icon, File, Save As menu option, all these options are used to get the 

dialog box ‘Save As’. 
33 File, Exit command is used to quit from Star Office environment. 
34 Formula bar is used to edit formulas in worksheet. 
35 F2 key is used to edit formula in a worksheet. 
36 Enter key is used to execute formulas in StarOffice Calc. 
37 All formulas must begins with the symbol =. 
38 & is the text operator in StarOffice Calc. 
39 Text operator is used to combine two text portions in a worksheet. 
40 Reference operators are used to combine worksheet areas for calculations. 
41 Colon ( : ) is used to represent ranges in a work file. 
42 ! is the intersection operator in StarOffice Calc. 
43 Which arithmetic operator will executes first in the precedence rules of arithmetic operators ?   

^ 
44 Minus Symbol ( - ) is the negation operator in StarOffice Calc. 
45 A continuous group of cells in a worksheet is called as Range. 
46 Which command is used to copy the formulas to a range ? Auto fill. 
47 Auto fill is used to copy the contents of one cell to another cells. 
48 Edit, Fill, Down command, is used to copy the contents of the first cell to the selected range.  
49 Fill command is used to generate date / data series. 
50 Edit, Fill, Series is used to get the dialog box Fill Series. 
51 Fill Series dialog box is used to create data series for the selected range. 
52 Direction group is used to choose the filling direction for generating data/date series. 
53 Date option from ‘Series Type’ is used to create date series. 
54 The Starting value for the series should be typed in the text box ‘Start Value’. 
55 The incrementing value of the data series should be typed in the Increment textbox. 
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56 The final value in the series should be types in the ‘End Value’ textbox. 
57 ‘Time Unit’ should be selected for generating date series. 
58 StarOffice Calc has 2 types of cell referencing modes (Relative Addressing & Absolute 

Addressing). 
59 Relative cell addressing mode is the default cell addressing mode in StarOffice Calc. 
60 Which cell addressing mode contains the symbol $ ? Absolute cell addressing mode. 
61 Relative cell address can be changed into Absolute cell address by using the symbol $. 
62 Functions are the predefined formulas in StarOffice Calc. 
63 StarOffice Calc has a wide variety of functions. 
64 Insert, Function command  (or) Function Wizard icon, is used to insert functions into a 

worksheet. 
65 Insert, Function command (or) Function Wizard icon, is used to get ‘Function Wizard’ dialog 

box. 
66 ‘Sqrt’ function is used to find square root value in StarOffice Calc. 
67 Which function was used extensively in StarOffice Calc ? Sum 
68 Sum function is used to find the sum of a selected range. 
69 Sum icon is used to find the sum of a selected range. 
70 Sum and Sqrt functions are placed in ‘Mathematical’ Category. 
71 Entire row in a worksheet can be selected by clicking on the respective row heading. 
72 Which icon is used make the selected range as bolded text ? Bold 
73 Which icon is used make the selected range as italized text ? Italics 
74 Which icon is used make the selected range as underlined text ? Underline 
75 Font Name combo box is used to change the font name of the selected range. 
76 Font Size combo box is used to change the font size of the selected range. 
77 Align Left, Align Right, Centered, Justified icons are used to align the contents of the selected 

range. 
78 Number Format : Currency icon, is used to display the cell contents with currency symbol. 
79 Number Format : Percent icon, is used to display the cell contents with percentage symbol. 
80 Number Format : Default icon, is used to display the cell contents in default format. 
81 Number Format : Add Decimal icon, is used to increase the decimal digits of the selected range. 
82 Number Format : Delete Decimal icon, is used to decrease the decimal digits of the selected 

range. 
83 Which dialog box is used to format the suggested range ? Format Cells. 
84 Format, Cells command, is used to get the dialog box ‘Format Cells’. 
85 The ‘Numbers’ tab of ‘Format Cells’ dialog box is used to change the number format of the 

selected cells. 
86 The ‘Alignment’ tab strip of ‘Format Cells’ dialog box is used to change the alignments of the 

cell contents. 
87 Auto Format dialog box contains the predefined styles and colours of a worksheet. 
88 Format, Auto Format command, is used to get the dialog box ‘Auto Format’. 
89 AutoFormat option is available in the menu Format. 
90 Format, Column, Width command, is used to change the width of a column. 
91 Format, Row, Height command, is used to change the row height of a worksheet. 
92 Column Width dialog box is used to change the width of a column. 
93 Row Height dialog box, is used to change the row height of a worksheet. 
94 View, Toolbars, Insert Cell option, is used to get the floating bar ‘Insert Cell’. 
95 How many number of icons are there in ‘Insert Cell’ toolbar ? 4 
96 Insert Rows icon, is used to insert a row in the worksheet. 
97 Insert Columns icon, is used to insert a column is used to insert a column in a work file. 
98 Edit, Delete Contents command, is used to delete the contents of the selected range. 
99 Delete Contents dialog box can be get by the command Edit, Delete Contents. 
100 ‘Delete All’ option from ‘Delete Contents’ dialog box is used to delete the worksheet contents. 
101 ‘Delete Cells’ dialog box can be get by the command Edit, Delete Cells. 
102 ‘Shift Cells Up’ options deletes the selected cell(s) and fills the space produced by the deleted 

cells with the cells below it. 
103 ‘Shift Cells Left’ options deletes the selected cell(s) and fills the space produced by the deleted 
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cells with the cells right to that. 
104 ‘Delete entire row(s)’ option is used to delete an entire row. 
105 ‘Delete entire column(s)’ option is used to delete an entire column. 
106 Insert, Picture, From File command, is used to insert a picture into a worksheet. 
107 Insert, Special Characters command, is used to insert special characters into a worksheet. 
108 Insert Special Characters dialog box, is used to insert special characters into a worksheet. 
109 Which toolbar is used to draw line, ellipses, rectangles, circles in a work file ? Drawing. 
110 Drawing toolbar can be get by the icon ‘Show Draw Functions’. 
111 Which icon is used to draw ellipses ? Ellipse 
112 View, Toolbars, Insert Objects menu option, is used to get the toolbar ‘Insert Object’. 
113 Insert Chart icon (or) Insert, Chart menu option is used to draw charts into the worksheet. 
114 ‘Insert Formula’ icon is used to insert formulas into the worksheet. 
115 ‘Insert Movie and Sound’ icon is used to insert sound and movie files into the worksheet. 
116 ‘Insert Floating Frame’ icon is used to insert a floating frame in the work file. 
117 ‘Insert OLE Object’ icon is used to insert objects from other application. 
118 ‘Insert Applet’ icon is used to insert applets into the worksheet. 
119 The most popular features in StarOffice Calc is chart. 
120 Insert, Chart command, is used to get the dialog box ‘AutoFormat Chart’. 
121 Which button in ‘AutoFormat Chart’ dialog box is used to insert chart into a worksheet ? 

Create 
122 Print icon from functional bar is used to print a work file/worksheet. 
123 Print option is available under File menu. 
124 Format, Print Ranges, Edit command, is used to set the print range for printing a worksheet. 
125 Format, Print Ranges, Remove command, is used to delete the print range setting. 
126 Print option from File menu is used to print a worksheet. 
127 Page Style dialog box can be get by command Format, Page. 
128 The Grid check box from ‘Sheet’ Tab of Page Style dialog box is used to print the worksheet 

with grid lines. 
 

Lesson 7 – Database 
 
1 StarOffice Base is a data processing software. 
2 The word ‘Data’ comes from the word ‘Datum’. 
3 Data is the value assigned to a variable. 
4 Information is defined as a set of processed data that convey a relationship between data 

considered. 
5 Database is a repository collection of related data or information. 
6 The data in a database are arranged in a specific structure. 
7 A database has as many records as it can. 
8 Each row in a table represents a Record. 
9 Each column in a table represents a Field. 
10 Each column in a table belongs to a same Field type. 
11 A record is a set of data for each database entry. 
12 In how many ways you can handle a database ? 7 
13 Searching is a process to select a desired data from a database table. 
14 Sorting is the process of arranging the table data in some order. 
15 Merging is a process of joining data from two or more tables of the same or different databases. 
16 Filtering is the process of displaying and browsing a selected list or subset of records from a 

database table. 
17 There are 5 types of databases are available. 
18 A database file that consists of a single data table is called as Flat-File database. 
19 Spreadsheet is an example for Flat-File database. 
20 A relational database is made up of a set of related tables. 
21 The common field or fields in two or more tables are called as Keys. 
22 Primary Key is a key that uniquely identifies a record in a database table. 
23 Hierarchical database are mainly used in Main Frame Computers. 
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24 In which database the records are organized in tree-like structure ? Hierarchical Database. 
25 In which database the records are said to be in parent-child relationship ? Hierarchical 

Database. 
26 In which database, one record can relate to any number of records ? Network Database 
27 Object Oriented Database is the newer structure in recent years. 
28 DBMS - Database Management System. 
29 DBMS is a collection of programs that allows us to modify/access data from a database. 
30 Which software should be run for using StarOffice Base ? Star Office 
31 StarOffice Base can be opened by using the option Start, Programs, StarOffice 8, StarOffice 

Base. 
32 Which option is needed to open StarOffice Base while you are in Star Office ? File, New, 

Database 
33 The ‘Database Wizard’ dialog box, can be get by the command File, New, Database 
34 Which option from the ‘Database Wizard’ dialog box is used to create a new database ? Create 

a New Database 
35 Database pane contains 4 icons namely Tables, Queries, Forms and Reports. 
36 Which icon from Database pane is used to create a table ? Tables. 
37 Which option from the Task pane is used to create a table ? Create Table in Design View. 
38 Which option from Insert menu is used to create a table ? Table Design. 
39 Insert, Table Design menu option, is used to get Table Design Window. 
40 Which option fro Task pane is used to get Table Design Window ? Create Table in Design View. 
41 StarOffice Base has 20 database field types. 
42 Field Name column, is used to provide Field Name of a table in Table Design Window. 
43 Field Type column, is used to select the Field Type for a Field in Table Design Window. 
44 Ctrl+S (or) File, Save command is used to save a database. 
45 Tab key is used to move the insertion point in database fields. 
46 Which shortcut menu is used to delete a row from a table ? Delete Rows 
47 Row Height menu option, is used to change the row height of a table. 
48 Which option from the shortcut menu is used to format a table ? Table Format. 
49 ‘Sort Ascending’ icon, is used to sort the records of a table in ascending order. 
50 ‘Sort Descending’ icon, is used to sort the records of a table in descending order. 
51 Multiple Sorting means sorting on more than one fields of a table at a same time. 
52 Which icon is used to do multiple sorting ? Sort. 
53 To display the records in original order Remove Filter/Sort icon is used. 
54 SQL - Structured Query Language. 
55 Which language is used to communicate with a database ? SQL 
56 Queries are the special views of the data in a table. 
57 Queries are user defined commands. 
58 The output of sorting process affects the original table. 
59 The output of query does not affects the original table. 
60 The result of a query was stored separately. 
61 Queries icon from Database pane is used to create a query in StarOffice Base. 
62 The Queries option from Database pane is used to display the dialog box ? Query Wizard. 
63 Finish button from Query Wizard is used to create a query in StarOffice Base. 
64 Filter is a type of query. 
65 Filter is used to select and display records which match a certain condition. 
66 We can’t able to save Filters, but we can save a query. 
67 StarOffice Base has 2 types of filters namely Auto Filter and Standard Filter. 
68 Auto Filter displays the records that match the value of the current field. 
69 Filter used with condition is called as Standard Filter. 
70 Standard Filter is otherwise called as Default Filter. 
71 Remove Filter/Sort icon is used to original table contents. 
72 A form is a screen that displays the fields of a record in a well-spaced manner. 
73 Forms are used to edit/view/delete a record from a table. 
74 ‘Use Wizard to Create Form’ option from Task Pane is used to create a form in StarOffice 

Base. 
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75 ‘Use Wizard to Create Form’ option from Task Pane is used to get ‘Form Wizard’ dialog box. 
76 A report is printed information based on a query that gathers information’s from a database. 
77 A report is created using a DBMS query. 
78 ‘Report Wizard’ dialog box is used to create a report. 
79 ‘Form Wizard’ is used to create a form. 
80 ‘Query Wizard’ is used to create a query. 
81 Which dialog box is used to insert a cell range of StarOffice Calc into a text document ? Paste 

Special 
82 Which option from ‘Paste Special’ dialog box is used to insert a cell range from StarOffice Calc 

into a text document ? DDE Link 
83 The outline of a text document is insert into a presentation by using the command, File, Send, 

Outline to Presentation. 
84 File, Send, Autoabstract to Presentation command, is used to insert headings along with its 

paragraphs into a presentation slide. 
85 Alt+Tab key is used, to switch over from StarOffice Calc to StarOffice Impress. 
86 ‘Insert Database Columns’ dialog box is used to insert a database table into a text document. 
 

Lesson 8 – Introduction to Multimedia 
 
1 Multimedia is a computer based presentation technique that incorporates text, graphics, 

sounds, animations and video elements. 
2 MMS - Multimedia Messaging System. 
3 MMS is an application that allows us to send and receive messages over cell phones. 
4 WBT - Web Based Tutorial 
5 CBT - Computer Based Tutorial 
6 The two most common image formats are GIF & JPG. 
7 GIF use loseless compression technique. 
8 JPG use lossy compression technique. 
9 GIF - Graphics Interchange Format 
10 JPEG (or JPG) - Joint Photographic Expert Groups 
11 GIF is limited to 8-bit palette system. 
12 GIF is not well fitted for photographic works. 
13 GIF supports animation. 
14 The process of converting analog sound waves to digital format is called as Digital Sampling. 
15 Sound Forge is a sound editing program. 
16 Two dimensional animations are created in 2 ways – Cell based animations and Object based 

animations. 
17 Object based animations are used in computer games. 
18 3-D animations are created in 3 steps – Modeling, Animating & Rendering 
19 Morphing is a technique by which we can blend 2 or more images to form a new image. 
20 Warping is the technique of distorting a single image to representing something else. 
21 The video file that has the colour depth less than 256 colours results murky image. 
22 The video file that has the frame count less than 15 frames per second causes jerky image. 
23 Video compression is of two types – lossy compression & lossless compression. 
24 Audio compression is of two types – lossy compression & lossless compression 
25 MIDI - Musical Instrument Digital Interface 
26 AIFF - Audio Interchange File Format 
27 MPEG - Moving Pictures Experts Group 
28 AVI - Audio Video Interleave 
29 We can add the inline sound to a web page using the tags <bgsound> and  <img>. 
30 Plug-in is a program that can be launched by the browser to play sound and video. 
31 Plug-in is otherwise called as Helper Applications. 
32 <embed>, <applet> & <object> are the few tags that used to launch helper applications. 
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33 The following tables abstracts various multimedia formats. 
Format Created by Extension 

MIDI  .mid, .midi 

Real Audio / 
Real Video 

Real Networks .rm, .ram 

AU  .au 

AIFF Apple .aif, .aiff 
SND Apple .snd 

Wave IBM & Microsoft .wav 
MP3 Moving Pictures Experts Group .mp3, .mpga 

MPEG Moving Pictures Experts Group .mpg, .mpeg 
AVI Microsoft .avi 

Windows Media Microsoft .wmv 

Quick Time Apple .mov 
Shock Wave Macromedia .swf 

 
Lesson 9 – Presentation 

 
1 Which of the StarOffice application is used to create presentations ? StarOffice Impress. 
2 Start, Programs, StarOffice 8, StarOffice Impress command, is used to open StarOffice 

Impress. 
3 Which option is used to create a presentation in Star Office environment ? File, New, 

Presentation 
4 Which option is used to create a slide in Star Office environment ? File, New, Presentation 
5 The menu option Start, All Programs, StarOffice 8, StarOffice Impress, is used to get the dialog 

box ‘Presentation Wizard’. 
6 ‘Select a slide transition’ option allows us to choose the transition effect and speed of the slide. 
7 ‘Default’ option allows us to manually control the slide transition using mouse clicks. 
8 ‘Automatic’ option is used to specify the duration of each slide that flip automatically in the 

presentation. 
9 The ‘Duration of Page’ spin box allows us to  specify the duration for the slides. 
10 The ‘Duration of Pause’ spin box is used to specify the duration for which the presentation will 

pause before it starts again. 
11 ‘Show Logo’ checkbox display the message during the pause between each presentation. 
12 File, New, Templates and Documents command, is used to create a presentation using a 

template. 
13 Shift + Ctrl + N shortcut, is used to create a presentation using a template. 
14 The dialog box ‘Templates and Documents’, can be get by the command File, New, Templates 

and Documents (or) by using the keyboard shortcut Shift + Ctrl + N. 
15 In how many ways you can view the presentation ? 5 (Normal View, Outline View, Notes View, 

Handout View, Slide Sorter View) 
16 ‘Normal View’ allows us to create and edit slides. 
17 ‘Outline View’ allows us to reorder slides, edit slide titles and heading. 
18 ‘Notes View’ allows us to add notes to the slide. 
19 ‘Handsout View’ allows us to distribute the presentation as a printed handouts. 
20 ‘Slide Sorter View’ is used to view the miniature images of all slides in the presentation. 
21 ‘Master Page’ is used to specify the basic background information that needs to be included in 

all the slides. 
22 ‘Layouts’ page is used to display the various layouts for the slides. 
23 ‘Custom Animation’ displays the various options that allows us to modify or add animation 

effects to the elements of a slide. 
24 ‘Slide Transition’ is used to apply different transition effects for each slide in the presentation. 
25 File, Save (or) File, Save As (or) Ctrl + S (or) Save icon is used to save a presentation/slide. 
26 Slide Show, Slide Show menu option (or) ‘Slide Show’ icon (or) F5 key is used to start a 

presentation. 
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27 Escape key is used to stop the presentation. 
28 Presentation settings can be adjusted using the command Slide Show, Slide Show Settings. 
29 ‘All Slides’ option from Slide Show dialog box is used to display all the slides in the presentation 

as slide show. 
30 Insert, Slide command, is used to insert a slide into a presentation. 
31 Delete key is used to delete a slide from a presentation. 
32 Delete Slide option from the popup menu is used to delete a slide from a presentation. 
33 Slide, Rename Slide command, is used to rename a slide in the presentation. 
34 Rename Slide option from the popup menu is used to rename a slide. 
35 Which command is used to insert a picture in a slide ? Insert, Picture, From File 
36 Which command is used to insert a sound/video file into a slide ? Insert, Movie and Sound 
37 Insert, Movie and Sound command, displays the dialog box ‘Insert Movie and Sound’. 
38 Which icon from the Media Playback toolbar is used to plays the current file ? Play 
39 Which icon from the Media Playback toolbar is used to pauses/resumes the playback of the 

current file ? Pause 
40 Which icon from the Media Playback toolbar is used to stops the playback of the current file ? 

Stop 
41 Which icon from the Media Playback toolbar is used to plays the file repeatedly ? Repeat 
42 Which icon from the Media Playback toolbar is used to turns on/off the sound of the playback 

file ? Mute 
43 Tools, Media Player command, is used to get the dialog box ‘Media Player’. 
44 Which command is used to insert an object into a presentation ? Insert, Object. 
45 Which command is used to insert a formula in a presentation ? Insert, Object, Formula 
46 Which command is used to insert a OLE Object into a presentation ? Insert, Object, OLE 

Object 
47 Which command is used to insert an applet in a presentation ? Insert, Object, Applet 
48 Format, Page, Background link, is used to change the background colour / fill effects. 
49 Format, Styles and Formatting option is used to apply the presentation styles. 
50 Format, Styles and Formatting command, is used to get the dialog box ‘Styles and Formatting’ 
51 Stylist option in StarOffice Impress can be get by the command Format, Styles and Formatting 

(or) by using the function key F11. 
52 ‘Styles and Formatting’ dialog box can be get by the function key F11. 
53 Slide Show, Show / Hide Slide command, is used to show / hide a slide from a slide show. 
54 Which menu option is used to set the default printing option ? Tools, Options, StarOffice 

Impress, Print 
55 File, Print command, is used to print a slide. 
56 Print dialog box can be get by the option File, Print. 
57 Ctrl + P is the shortcut to get the Print Dialog box. 
58 We can move from one slide to another by using the command Edit, Navigator. 
59 Edit, Navigator is used to get the ‘Navigator’ dialog box. 
60 File, Export command is used to export a slide into html format. 
61 HTML Export dialog box is used to exports the slides into html format. 
62 Custom Slide Show allows us to display important slides during a presentation. 
 

Lesson 1 – Object Oriented concepts through C++ Language 
 
1 C++ is an Object Oriented Programming Language. 
2 An object has a state and behaviour. 
3 State represents the physical properties of an object. 
4 Behaviour refers to the functions of an object. 
5 An Object is a group of related functions and data that serves those functions. 
6 An Object is a kind of a self-sufficient ‘Sub-Program’ with a specific functional area. 
7 The mechanism by which the data and functions are bound together within an object definition 

is called as Encapsulation. 
8 The ability of an object to respond differently to different messages is called as Polymorphism. 
9 Class is used to represent an object in the real world. 
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10 Class is a template for entities that have common behaviour. 
11 The process ob acquiring the base class properties is called as Inheritance. 
12 Inheritance promotes reusability of code. 
13 Which data type allows programs to organize as objects that contain both data and functions ? 

Class 
14 Data Hiding (or) Abstraction is used to provide security to data. 
15 Which OOP feature protect the unrelated member functions to access the class’s data ? 

Abstraction 
16 Abstraction reveals only the essential features of an object while curtailing the access of data. 
17 Polymorphism is used to reduce software complexity. 
18 Inheritance allows a class to be derived from an existing class. 
 

Lesson 2 – Overview of C++ 
 
1 C++ was developed by Bjarne Stroustrup at At & T Bell laboratory in the beginning of 1980’s. 
2 The Name C++ was coined by Rick Mascitti. 
3 Keywords have special meaning to the language compiler. 
4 Identifiers are otherwise called as Variables. 
5 Variables are memory locations that holds a value/constant. 
6 Constants are data items whose values cannot be changed. 
7 What are the special symbols that are allowed in Numeric constants? +  -  .  E  e  X   x  G  g  L   l 
8 Integer Constants are prefixed by + or – symbol. 
9 The numbers that begins with 0 are referred as Octal Numbers. 
10 The numbers that begins with 0x  (or)  0X are referred as Hexa Decimal Numbers. 
11 What are the alphabets that are allowed in a Floating Point constants ? E    e    G    g 
12 Character constants is a constant that contains a single character enclosed wihin single quotes. 
13 Escape sequences are represented using characters prefixed with a backslash. Eg. \a   \b  \n   \t  

\v 
14 Non-Graphic characters are represented using Escape Sequences. 
15 String literal is a sequence of characters surrounded by double quotes. 
16 String literals are treated as array of characters. 
17 Each string literal is by default added with a special character ‘\0’. 
18 Which escape sequence is used to mark the end of a string ? ‘\0’. 
19 ‘=’ is the assignment operator. 
20 In how many ways we can classify  the operators in C++ ? 13 
21 Based on the operand requirement the operators are classified as Unary, Binary and Ternary 

operators. 
22 Unary operators require one operand. 
23 Binary operator requires two operands. 
24 Ternary operator requires three operands. 
25 Conditional operator ( ?  : ) requires 3 operands. 
26 Conditional operator is otherwise called as ternary operator. 
27 The data types are classified into 3 broad categories – User-defined Data Type, Built-in Data 

Type and Derived Data Type. 
28 Structure, Union, Class, Enumeration are User-Defined data type. 
29 int, char, void, float, double are Built-In data type. 
30 Array, Function, Pointer, Reference are Derived data type. 
31 Users can define a variable that would represents an existing data type using the keyword 

‘typedef’. 
32 ‘typedef’ helps in creating meaningful data type identifiers. 
33 Enumeration data types is also called as symbolic numeric constants of ‘int’ type. 
34 The keyword ‘enum’ is used to create numeric constants. 
35 The keyword ‘enum’ is used to create enumeration constants. 
36 C++ has 4 storage classes - auto, static, extern, & register.   
37 The keyword ‘auto’ is used to define local variables. 
38 By default the local variables are belongs to the class ‘auto’. 
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39 Local variables are known to the block in which they are defined. 
40 ‘static’ modifier allows the variable to exist in the memory of the computer even if its function 

or block within which it is declared looses its scope. 
41 Global variables are know to all the functions in the program. 
42 Global variables are declared using the keyword ‘extern’. 
43 ‘extern’ variables are defined in another program. 
44 ‘register’ modifier instructs the compiler to store the variable in the CPU register to optimize 

access. 
45 We can quickly access the ‘register’ variables in memory. 
46 Built-in data type (Fundamental Data Type) are predefined in the compiler. 
47 Built-in data type is of 3 types – integral, float and void. 
48 Integral data type is divided into 2 types ‘int’ and ‘char’. 
49 ‘char’ data type can have both character data and integer data. 
50 Floating type is divided into 2 types viz ‘float’ and ‘double’. 
51 Void data type is used to indicate that a function does not return a value. 
52 (see the table in the page 38) 
53 A pointer is a variable that holds a memory address. 
54 Pointer provides a means through which the memory locations of a variable can be directly 

accessed. 
55 Every byte in the computer’s memory has an address. 
56 Asterix ( * ) is used to declare a pointer variable. 
57 Variables are userdefined named entities of memory locations that can store data. 
58 Comma operator is used to declare more than one variables of same data type in a single 

declaration statement. 
59 Which quialifier is used to specify that the value of a variable will not change during the run 

time of a program ? const. 
60 (see the table in the page number 45) 
61 Implicit conversion refers to data type changes in an expression by the compiler. 
62 ‘sizeof’ is an operator. 
63 ‘sizeof’ operator return the memory size in bytes. 
64 Pointer variables can store the address of other variables. 
 

Escape 
Sequences 

Meaning 

\a Bell 
\b Backspace 

\n New Line / Line Feed 
\t Horizontal Tab 

\v Vertival Tab 
\' Single Quotes 

\" Double Quotes 

 
Puncatuators Usage 

; Used to terminate a C++ Statement 
/ / Used as a prefix for single line comments 

/*    */ Used to denote multi-line comments (Block Comments) 
{ } Used to group C++ Statements 

[ ] Array elements are indicated by this symbol 

'  ' Denotes a single character 
"  " Used to denote a string literal 

 
Lesson 3 – Basic Statements 

 
1 Which object is used to read data from keyboard during runtime ? cin. 
2 A pre-processor directive starts with # symbol. 
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3 Which header file is required to use the object cin / cout ? iostream.h 
4 >> is the Extraction operator. 
5 cout is the predefined object of standard output stream. 
6 << is the insertion operator. 
7 main(  ) function will be automatically executed. 
8 ‘new’ operator is used to fetch memory for a pointer variable. 
9 The assignment operator in c++ is =. 
10 Which statement is the simplest of all the decision statements ? if 
11 ‘if… else’ statement is used to choose between two alternatives. 
12 ‘switch’ statement is a multiple branching statement. 
13 Which statement is used to transfer the control to one of the many possible points ? switch. 
14 ‘break’ statement is used to exit from a switch statement. 
15 Loops execute a set of instructions repeatedly for a certain number of times. 
16 C++ has 3 different loops - for, while, and do...while. 
17 ‘do…while’ loop is called as exit-check loop. 
18 Which loop checks the condition at the end of the loop ? do…while. 
19 ‘do…while’ loop executes, atleast one time even if the given condition is false. 
20 ‘while’ loop is called as entry-check loop. 
21 Which loop checks the condition at the beginning of the loop ? while. 
22 If the given condition is false, then while loop will never executes. 
23 The control variable is initialized for the first time when the control enters the loop for the first 

time. 
24 Comma is used to separate the various part of the initialization or increment segment. 
25 The intial_value, test_condition and segments are separated by semi-colon. 
26 Continue statement forces the next iteration of the loop to take place. 
27 Break statement would exit the current loop. 
28 Break statement is used to jump from the current loop. 
 

Lesson 4 – Functions 
 
1 Functions are the building blocks in C++. 
2 Functions are the executable segments in a program. 
3 Functions induce the reusability of code. 
4 The starting point of an executable program is main ( ) function. 
5 Return statement marks the end of the function. 
6 Return statement transfers the program’s control to the statement after the calling statement. 
7 Void keyword is used to denote a function that it has no return value. 
8 The arguments of a function must be separated by comma. 
9 Parameters are the channels through which data flows from the call statement to the function 

and vice versa. 
10 In call by value, the called function creates new variables to store the value of the arguments 

passed to it. 
11 In call by value method, any change in the formal parameter is not reflected back to the actual 

parameter. 
12 In call by reference, any change made in the formal parameter is reflected back in the actual 

parameter. 
13 In call by reference, the called function arguments (formal parameters) become alias to the 

actual parameters in the calling function. 
14 The default arguments facilitate the function call statement with partial or no arguments. 
15 We cannot have a default value for an argument in between the argument list. 
16 A function with no return value is referred as void function. 
17 The default return type of a function is ‘int’. 
18 Inline function executes faster but require more memory space. 
19 Inline function inserts the function’s code directly into the calling program. 
20 There are 4 scopes available for a variable – Local, Function, File and Class. 
21 A local variable is defined within a block. 
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22 Local variable can not be accessed from outside the block of its declaration. 
23 A local variable is created upon entry into its block and destroyed upon exit. 
24 The scope of a file scope variable is the entire program. 
25 The life time of a file scope variable is the life time of a program. 
26 The scope resolution operator is  : : 
27 The scope operator ( :  : ) is used to reveal the hidden scope of a variable. 
 

Lesson 5 – Structured Data Type – Arrays 
 
1 Array is a derived data type in C++. 
2 Array hold several values of same data type. 
3 An array is a collection of variables of the same type that are referenced by a common name. 
4 The array values are stored in consecutive memory locations. 
5 Arrays are of 2 types – One Dimensional & Multi Dimensional 
6 The array subscripts always commences from zero. 
7 Strings are treated as single dimension array of characters. 
8 gets ( ) function is in the header file ‘stdio.h’. 
9 strlen ( ) function returns the number of character stored in the character array. 
10 strcpy ( ) function copies the source string to the target string. 
11 strcmp ( ) function is used to compare 2 given strings and return 0 if both are equal. 
 

Lesson 6 – Classes and Objects 
 
1 Bjarne Stroustrup initially called C++ as ‘C with Classes’. 
2 A class is a way to bind data and its associated functions together. 
3 The functions inside a class are called as ‘methods’. 
4 Class is used to implement a user-defined data type. 
5 The Class is defined using the keyword ‘class’. 
6 The body of the class are enclose within curly parenthesis. 
7 The class declaration must be terminated by semi-colon. 
8 A class can have 3 access specifier – private, protected and public. 
9 Specifying private visibility label is optional. 
10 The default access specifier is private. 
11 The members that have been declared as private, can be accessed only from within the class. 
12 Private variables are accessible by only its own members and certain special functions called 

‘friend functions’. 
13 Protected variables are accessible by the members of inherited classes. 
14 Public variables are accessed by other members of the class members and objects. 
15 The binding of data and functions together into a single entity is referred as ‘Encapsulation’. 
16 Data abstraction allows only the selected components of an object. 
17 Data abstraction is achieved through data hiding. 
18 A class comprises of data members and member functions. 
19 Data members (or Attributes) are the data variables that represent the features/properties if a 

class. 
20 Member functions are the functions that perform specific tasks in a class. 
21 The class variables are referred as ‘Object’. 
22 The members of a class are accessed using dot operator. 
23 A member function of a class, can access its other class members without using dot operator. 
24 A static data member of a class is initialized to zero. 
25 The initial value to a static member variable is done outside of the class. 
 

Lesson 7 – Polymorphism 
 
1 Function overloading and Operator overloading are used to implement polymorphism in C++. 
2 The ability of the function to process the message or data in more than one form is called as 

function overloading. 
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3 Each overloaded function must differ either by the number of its formal parameters or their 
data types. 

4 Operator Overloading refers, the giving of additional functionality to a normal C++ operator. 
5 ‘operator’ keyword is used to provide additional functionality to an operator. 
6 The functionality of + operator can be extended to strings through operator overloading. 
7 The overloaded operators are defined in ‘public’ visibility mode. 
8 An overloaded binary operator takes one explicit argument. 
9 We can’t overload the following 4 operators in C++, (a) .  (b) : :  (c) sizeof   (d) ? : 
 

Lesson 8 – Constructors and Destructors 
 
1 Which special function of a class comes into scope when an instance of a class gets executed ? 

Constructor. 
2 Constructor is used to initialize an object. 
3 When a class object goes out of scope, a special function called destructor gets executed. 
4 The constructor and destructor must have the same name as the class. 
5 Constructor allots the memory space for an object. 
6 The constructor without parameters is called as ‘Default Constructors’. 
7 The constructors that are defined by the compiler, in the absence of a user defined constructor 

is called as ‘Default Constructor’. 
8 Copy constructor is used to assign the attributes of one object into another. 
9 Destructor is a function that removes the memory of an object which was allocated by the 

constructors. 
10 Destructors are prefixed by the symbol ~ 
11 Destructor has no return type and cannot have arguments. 
12 Destructor can not be overloaded. 
13 A class can contain ‘n’ number of constructor but it can have only one destructor. 
 

Lesson 9 – Inheritance 
 
1 Inheritance is the most powerful feature in OOPL. 
2 Inheritance is a feature of creating a new class (derived class) from an existing class (base class). 
3 The derived class inherits the properties of the base class. 
4 Inheritance provides – Reusability of the code, Code Sharing and Consistency of Interface. 
5 The name of the derived class and base class must be separated by Colon. 
6 private, public and protected are the 3 access specifier that are used to inherits a class. 
7 The default access specifier / visibility mode is private. 
8 When a base class is inherited with ‘private’ visibility mode, the public and protected members 

of the base class becomes ‘private’ members of the derived class. 
9 When a base class is inherited with ‘protected’ visibility mode, the public and protected 

members of the base class becomes ‘protected’ members of the derived class. 
10 When a base class is inherited with ‘public’ visibility mode, the public members of the base class 

becomes ‘public’ in derived class and protected members of the base class becomes ‘protected’ 
in derived class. 

11 The ‘private’ members of the base class are not inherited and hence it cannot be accessed in the 
derived class. 

12 The constructors are executed in the order of the inherited class, but the destructor are 
executed in the reverse order. 

13 In C++ the inheritance are classified into 5 types – Single, Multiple, Multi-Level, Hybrid and 
Hierarchical. 

14 When a derived class inherits only from one base class, it is called as Single inheritance. 
15 When a derived class inherits from multiple base classes, it is called as Multiple inheritance. 
16 When a class is derived from a class which is a derived class itself, it is called as Multi-Level 

Inheritance 
17 Classes that are used only for deriving other classes are called as ‘Abstract Class’. 
18 We can not use abstract class to define an object. 
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Lesson 10 – Impact of computers on Society 

 
1 Archive Unit enables data storage and management. 
2 Emotion container is a small compartment that generates pleasant scent smell. 
3 Personal Archives are used to store personal details like family photos and personal treasures. 
4 Karo-ke allows one to sing along with the audio coming from the orginal source. 
5 Memo Frame allows the easy interaction with other people through touch screen, scanner and 

microphone. 
6 Bookshelf is used to manage and study electronic books. 
7 ATM - Automatic Teller Machine. 
8 ATM enables one to withdraw money from the bank at anytime and at any where. 
9 e-Banking permits banking from the comfort of the home by using internet facilities. 
10 e-Shopping permits shopping from the comfort of the home by using internet facilities. 
11 CBT - Computer Based Tutorial. 
12 e-Learning enables online educational programs leading to degrees and certificates. 
 

Lesson 11 – IT Enabled Services 
 
1 ITES - IT Enabled Services. 
2 BPO - Business Process Outsourcing 
3 Dictaphone converts speech into letters. 
4 e-Governance is used to give details about government departments, specific functions, special 

schemes, documents, contacts, links, IAS intranet, site map, press release, feedback, etc., 
5 Call Center is a telephone based shared service center for customer activities. 
6 Call Center works on all days of the year around the clock. 
7 The databases that are stored in Server can be shared by the users in the network. 
8 BFSI stands for  Banking, Financial Services & Insurance. 
9 Medical Transcription is a permanent, legal document that formally states the results of a 

medical investigation. 
10 Medical Transcription contains 3 important steps. 
11 Data Digitization refers to the conversion of non-digital material to digital form. 
 

Lesson 12 – Computer Ethics 
 
 
1 Who mentioned about Computer Ethics in his book ? Norbert Wiener 
2 Donn Parker examine about unethical and illegal uses of computers by computer professionals. 
3 Data security can be provided in 3 ways – Personal, Personnel and Physical. 
4 It is observed that 80% of the computer crimes happened within the company. 
5 Virus is a self-replicating program. 
6 new viruses are found on each day. 
7 There are 10 commandments of computer ethics are available. 
8 Cracking is the illegal access to the network or computer system. 
9 Duplicating and using of duplicated software and hardware is called as Piracy. 
10 Illegal use of idle computer in an organization is called as ‘Theft of Computer Time’. 
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