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Sub- Strand Using Application Software 

Reference from text Pages: 67 – 70 

Questions:  

No.  CONCEPT IN BRIEF: Software – Application Software (Word Processing) 

1. a) Fill in the table below for short cut keys for MS Word. 

Cut  

Copy  

Paste  

Save as  

Save  

Bold  

Italics  

Underline  

Right align  

Left align  

Centre align  

Justify align  

Increase font  

Decrease font  

Undo  

Spell check  

Select all  

 

b) What is word processing software? 

c) Name the three most widely used word processing program? 

d) Name the two broad categories of application software? 

e) Differentiate between special purpose and general purpose software. 

 

 CONCEPT IN BRIEF: Application Software (Word Processing) 

2.  Label the icons of MS Word 

 
 

(a)       (b)     (c)   (d)     (e)   (f)      (g)                  (h)   (i)  (j) (k) (l)  
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 CONCEPT IN BRIEF: Application Software (Spreadsheet) 

3.  a) What is a spreadsheet? 

b) Differentiate between formulas and functions? 

c) What is a range in spreadsheet? 

d) What are Analytic graphs or charts? 

 

Study the diagram and answer the questions that follow: 

 
(i) Name the active cell? 

(ii) Write the formula to calculate the total for Mere in the cell H3. 

(iii) State the name of the workbook. 

(iv) How many worksheets are present in the workbook? 

(v) Write the function to calculate the total marks for Aryan in cell H7. 

 

 


