
www.tnschools.co.in 

 

1 | P a g e  
 

I. An Introduction to Star Office Writer 
 

1. How will you select the text with keyboard 
 Insertion point is moved to the start of the text to be selected. 
 The SHIFT key is pressed down and the movement keys are used to 

highlight the required text. 
 When the SHIFT key is released, the text is selected. 
 Press CTRL+A to select the entire document. 

 
2. What is the difference between copying text and moving text in StarOffice   

Writer? 
 
Copying the Text Moving the Text 
1. The text to be copied is 
selected 

1.The Text to be moved to a new 
location is selected. 

2. EDITCopy is selected or icon 
is clicked 

2. EDITCUT is selected or   in the 
tool bar is selected to cut the 
selected text. 

3. The insertion point is selected 
where the copy of the text should 
appear and is clicked 

3. Insertion point is moved to the 
place where the text is to be pasted.  
EDITPaste is selected or  in the 
tool bar is selected to paste the text 
in the new location. 

4. KEY BOARD Short cut 
CTRLC – To Copy 
CTRLV – To Paste 

4.  KEY BOARD short cut 
CTRL  X – To Cut 
CTRL  V – To Paste 

 
3. What is meant by Text Editing. 

Entering a new text or modifying the existing text in a document is 
known as text editing. 

 
4. Define Word Processor. 

The term word processor refers to the activity carried out using a 
computer and suitable software to the activity carried out using a computer 
and suitable software to create, view,edit, manipulate, transmit, store,retrieve 
and print documents. A document may contain text,tables,graphs, chart, 
equations, pictures and drawings. 

Eg: MS Word, Lotus AmiPro, Word Perfect,Word Star and Word Pro. 
 

5. How will you correct Mistakes. (Or) Difference between Backspace and 
Delete Key. 

If a mistake is identified it can be corrected either using the Backspace 
key or the Delete Key.  Backspace Key deletes the characters to the left of the 
insertion point.  Delete key deletes the characters to the right of the insertion 
point. 

 
6. Listout the StarOffice Functions. 

 Create text document using StarOffice Writer. 
 Create spreadsheets using StarOffice Calc. 
 Create Presentations using Staroffice Impress 
 Create a Database using StarOffice Base. 
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 Draw Using StarOffice Draw. 
 

II. Text Formatting 
 

1. What are the steps in created “Bulleted List” in a Star Office Writer 
Document? 

The fastest way to create a bulleted list is to be use the Bullets button 
on the formatting toolbar. 
 Select the text that to which bullets are to be added.  The StarOffice writer 

wil add  bullets to each paragraph within selection, and not to each line.  
StarOffice Writer will add bullets to any blank lines within the selection. 

 Click on the Bullets icon             from the formatting tool.  StarOffice Writer 
create a bulleted list. 

Eg: 
 Flowers 
 Animals 
 Birds. 

 
2.   What are the steps in created “Numbered List” in a Star Office Writer 

document? 
The fastest way to create a numbered list is to be use the Numbers 

button on the formatting toolbar. 
 Select the text to be numbered.  The StarOffice Writer will number each 

paragraph.  Blank lines within the selection will be numbered. 
 Click     icon to create a numbered list. 

Eg: 
1. Animals. 
2. Flowers 
3. Birds. 

 
3.  What are the different types of paragraph alignments. 

1.  Left alignment  - CTRL + L 
2.  Right alignment  - CTRL + R 
3.  Centre alignment - CTRL + E 
4.  Justification  - CTRL + J 

  
4.  How many types of Line Spacing are available in StarOffice Writer. 

 
There are 7 line spacing are available in StarOffice Writer. 
 Single Line 
 1.5 line 
 Double 
 Proportional 
 Al least 
 Leading 
 Fixed 
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5.  What is meant by Hanging indent? 
 

The first line option can be used to indent the line of the 
paragraph.  Using the spin arrows, if appositive value is specified, the 
first lien will be indented.  A negative value will result in a hanging 
indent. That is , the fist line will hang outside the paragraph. 

 
III. Correcting Spelling Mistakes 

 
1. How does Star Office Writer Check Spelling While typing? 

Star Office Writer has an automatic spell-check feature that can 
check for possible spelling mistakes even as the document is being 
typed.  This feature can be turned ON or OFF by clicking on the Auto 
Spell check       Icon. 

When Auto Spell-check feature is ON, Star Office Writer 
compares each word typed with the words in the dictionary and 
underline words that donot match with a squiggly red line. These red 
lines can be ignored and the typing work may be continued. 

 
2. How will you correct mistakes in star Office writer? 

Correct mistakes can be corrected in two ways. 
 Backspace key is pressed to delete a misspelled word and the word 

is retyped. 
 If the right spelling is not known, StarOffice Writer can help the user 

with some choices.  The misspelled word is right clicked.  A pop up 
menu appears on the screen.  If the correct spelling is shown, a 
click is make on that word.  StarOffice Writer makes the 
replacement. 

 
3.  What is the use of AutoCorrect option? 

Star Office Writer will automatically correct some spelling mistakes.  
Star Office Writer recognizes some common misspellings and typographical 
mistakes and makes the replacement automatically. If a word is typed as 
“teh’” star office writer automatically replaces this with the correct word “the”.   
If we add an AutoCorrect entry and the Star office writer will make the correct 
replacement every time that word is wrongly typed. 

 
IV. Working with Tables. 

 
1. How will you make the selected row/column the same size in StarOffice 

writer? 
 Select the rows and columns that are to be resized. 
 To make all columns even, right click inside the table and select 

COLUMNSPACE equally in the pop-up menu. 
 To make all rows even, right click inside the table and select 

ROWSPACE Equally in the pop-up menu. 
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2. How will you insert columns/rows in a table in Star Office Writer? 
The simplest way to add a row is to press TAB in the last row of the 

table. 
 To insert a row, select the                 icon and press once.  Now a new row 

is inserted below the present row. 
 To insert column, select the              icon and press once.  Now a new 

column is inserted right of  the present column. 
 To insert more than one row or column in the table, Table  insert  rows 

or Table  insert  Columns command is used. 
 

3.  How will you delete Rows and columns. 
Rows or columns can be deleted by selecting them by using the 

following command. 
Table  Delete Rows or Table  Delete  columns. 

Deleting Entire Table. 
If the entire table is selected by Dragging the souse across is and the Delete 

key is pressed, only the entries are deleted and not the table.  To delete the Entire 
table the following steps are used. 

 The entire table is selected using Edit  select  All command while 
keeping the insertion point inside the table. 

 The menu option Table  Delete  table is used to delete the selected 
table. 

 
4.  How will you change the Rows/columns width. 

To resize column, place the cursor in a table cell, hold down Alt, and then 
press the left or the right arrow.  To resize the column without changing the width 
of the table, hold down Alt+Ctrl , and then press the left or the right arrows. 

To resize a row, place the cursor in the row, hold down Alt, and then press 
the up or the down arrows. 

Alternatively if Table  Table properties command is used. 
 

V. Page Formatting. 
 

1. What is meant by Header and Footer. 
Header is an area at the top of page and Footer is an area at the 

bottom of the page. 
 

2. How will you create a Header in a StarOffice Writer Document? 
To create a header, The Header tab on the Page Style dialog box can 

used.  A Screen with various options for the header appears.  In the dialog 
box, the Header on check box is clicked.  Four spin boxes are also displayed. 
 

3. How will you insert a page number in the footer 
 Click in the header or footer area. 
 Click on Insert  Fields.  A sub menu with a list of options 

appears.  Clicking on an option in the list will insert the appropriate 
text in all the pages.  Clicking on Insert  Fields  Page Number 
will insert page numbers on every page. 
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VI SPREADSHEET 
1.  What is an 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. 

Spreadsheets are made up of rows and columns.  The intersection of 
rows and columns creates cells. 

 
2.  What are the Spreadsheet applications. 

 Payment of bills 
 Incometax calculations. 
 Invoices or bills 
 Account statements. 
 Inventory control 
 Cost-benefits analysis 
 Financial Accounting 
 Tender Evaluation 
 Result Analysis of Students. 

 
3.  What are the advantages of Spreadsheet 

1. Calculations are automated through the build-in mathematical 
financial and statistical functions. 

2. Accurate results to any desired level of decimal points are possible. 
3. Worksheets can be quite big in size. 
4. Any part of the worksheet can be viewed or edited. 
5. Worksheet can be saved and retrieved later. 
6. Any part or whole of an existing worksheet can be merged with any 

existing or new worksheet. 
7. Any part or whole of the worksheet can be printed in a desired 

format. 
8. Worksheet data can be viewed in the form of graphs or charts. 
9. The worksheet information can be transferred to any database or 

word processing software. 
 

4.  What do you mean by Date Arithmetic in Star  Office Calc. 
Manual date calculations can be tricky because you have to keep track of 

the number of days in a month.  In Spreadsheets, date calculations become very 
simple.  Here you can add a number to a date and arrive at a new date, find the 
difference between two dates and use a wide variety of function and formats to 
get what you want. 

 For example enter a date 03/04/05 in a cell, say A2.  Remember that 
while entering dates the month always comes first.  Suppose you want to 
calculate the date 79 days after this date.  To do so, enter the formula, =A2+79, 
in another cell, say A4.  The date 05/22/05 appears in the cell. 

Now, suppose you want to calculate the difference between two dates, 
05/10/05 and 12/08/70.  To do so, enter the two dates in two different cells.  In a 
third cell enter the formula =first cell-second cell.  The result will be displayed as 
12572. 
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5.  What is the use of AutoFormat worksheet? 
The AutoFormat sheet facility of StarOffice Calc helps to format the 

worksheet with different predefined styles and colors. 
 

6.  What is a cell pointer 
  The active cell in which you want to type the data is identified by the 
cell pointer which is a rectangular box covering that cell. 

 

7.  What are the inserting objects available in Star Calc? Explain 
 insert Char Icon 
 Inset Formula Icon 
 Insert Floating Frame Icon 
 Insert Movie and Sound Icon 
 Insert OLE Object Icon 
 Insert Applet Icon 

 
8. Differentiate   relative and absolute cell addressing. 

Spreadsheets refer the cell addresses in a formula in a relative 
way. This is called cell referencing.  There are two types of cell referencing. 

Relative and Absolute Cell addressing. 
 =C1+C2+C3 .  This type of cell referencing is called relative cell addressing.  
This is the default type of cell addressing. Relative cell addressing are automatically 
recalculated every tiem the contents of the cells used in formulae change. 
 A cell address can be made absolute by using the $ (doller) sign in front of 
row and column name. 
 Eg:$C$1+$C$2 
 Absolute cell addresses do not change when copied. 
 

9.  What is Function? 
Function is pre-defined formulae.  They perform the job which is 

defined on them, when they are called. 
Eg: SQRT( ), SUM( ), AVERAGE( ) 

 
10. What is meant by range? 

A continuous group of cells in a worksheet is called a Range. A range 
is referred to by the range address. 
Eg: sum(C1:C10) 

 
11.  Can we change the data present in a cell? If So, how. 

Yes. We can change the data present in a cell. 
    To change or to edit the data present in a worksheet, first open the 
worksheet by clicking on  
 File  Open 
 Next move the cursor to the cell which you want to change or edit.  The 
contents of the cell are displayed on the formula bar. Now Edit the contents(data ) in 
the following two ways. 

1.  Type in the new data.  The new data will overwrite the old contents of the 
cell. 

2. Click on the formula bar with the mouse or press the F2 Key.  A vertical 
cursor appears on the formula bar, move the cursor to the left using the 
left arrow key or the backspace key and edit or change the data. 
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VII. DATA BASE 
1. Define Data and Information. 

 Data are raw facts collected such as those collected by an 
organization to record transactions. 

 Information consists of usable sets of data. 
 A DBMS is used to assemble information from data. 
 The term data comes from the word datum, which means a fact.  

The data is as fact about people, places. 
 The users can define their own data types are know as user 

defined data types. 
 

2.  What are the steps involved in Data Processing. 
The data processing involves  
1. Data collection 
2. Verification of data  
3. Validation of data 
4. Report 

 
3. Write a note on Reports in StarOffice Base. 

A report is printed information that is assembled by gathering database 
on user supplied criteria. 

 Reports can range form simple list of records to customized 
formats for specific purposes.  Report generators can use selected data and 
criteria to carry out automated mathematical calculation as the output is being 
printed.   In fact, report generators in most DBMS create reports from queries. 

Creating a report in StarOffice Base is very similar to creating a query 
or a form.  To create a report , right click on Reports in the <database> pane.  
Then click “Use Wizard” to Create Report”., Report Wizard appears on the 
screen. 

 
4. Define Primary Key. 

A primary key is a key that uniquely identifies a record in a database 
table.  In realational databases, a primary key can consist of one or more 
fields. For Eg. Emp.No is a primary key, since it uniquely identifies an 
employee record. 

The relational database structure is the most prevalent database in 
Today’s business organizations. 

 
5.  What is Database? What is DBMS? 

A database is a repository of collections of related data or facts.  It 
arranges them in a specific structure. 

Data in a database in most commonly viewed in one or more two 
dimensional tables, each consisting of columns and rows.  The entire 
collection or related data in one table is referred to as a File or a Table. 

Each Row in a table represents a Record,which is a set of dta for each 
database entry.  Each Table column represents a Field, which groups each 
piece or item of data among the records into specific categories or types of 
data. 
 A DBMS is a program, or collection of programs that allows any 
number of users to access data, modify it, and construct simple and complex 
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requests to obtain and work with selected records. The Expansion of DBMS is 
Data Base Management System. 
 

6.  What is meant by Relational Database 
A relational structure represents a database made up of a set of related 

tables.  In a relational database, one or more common fields existing in two or 
more tables create a relationship between these tables.  The common field or 
fields are called the Keys. 

A primary key is a key that uniquely identifies a record in a database 
table. In relational databases, a primary key can consist of one or more fields. 

 
7.  Write the steps in sorting a database in Star Office Base? 

Once the records have been entered into the table, Star Base allows to 
rearrange them by sorting them.  

1.  Open the table you want to sort. 
2. Select the field you want to sort by clicking on the field name and 

the top of the table.  Note that the entire column becomes 
highlighted.  Then click on the Sort Ascending icon.  The records in 
the table are displayed in the ascending order of the specified field. 

3. To sort the records in the descending order, select the field and 
click on the Sort Descending icon. 
Multiple sorting means sorting on more than one field of atbale at 
the same time.  
 

8. Write a note  on filters. 
 

A filter is also a type of query.  It is also used to select and display 
records, which match a certain condition.  The remaining records are hidden 
from the user.  The difference between query and filters is that queries can be 
saved for later use.  Star Office Base allows you to use two types of filters. 

1. Auto Filter  2. Standard Filter. 
Auto Filter: 
 The AutoFilter        icon is available on the toolbar.  Click on this icon to 
display only the records, which match the value of the current field. 
 
Standard Filter: 
 
 Filter used with a condition called Default Filter.  The condition can be 
specified by clicking on the Standard Filter        Icon on the toolbar.  The filter 
window is similar to the conditions in Query. 
 
 To remove the filter , click on the Remove Filter/Sort Icon.  The original 
table, with all the records is displayed. 

 
9.  How will you copy text and objects between Star Office applications using 

Drag- and drop? 
Use drag and drop to copy text and objects between StarOffice 

applications.  For example, if you want to copy a cell range from a calc sheet 
inside a presentation slide, proceed as follows. 

1. Open StarOffice Impress presentation. 
2. Open the Calc Spreadsheet that contains the data that you want to 

copy. 
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3. In the spreadsheet, select the cell range that you want to copy 
4. Just drag-and-drop the selected range intothe presentation (Use 

Alt+Tab to open the presentation window) 
 

10.  Write a short note on multiple sorting of starOffice Base. 
Multiple sorting means sorting on more than one field of a table at the 

same time. 
1.  Click on the sort Icon. The dialog box as shown in the figure will 

appear. 
 

2.  Specify the fields you want to sort on by selecting themformthe 
Fieldname drop-down list boxes.  For each field specify the order in 
which you want ot sort, in the Order drop-down list box.  Click OK 
after you finish.  The records will be displayed in the sorted order. 

 
3. To display the records in the origingal order, click on the Remove 

Filter/Sort Icon. 
 

11.  What is the difference between Query and Filter. 
Filter is also a query.  It is also used to select and display records, 

which match a certain condition.  The remaining records are hidden from the 
user.  The difference between query and filters is that queries can be saved 
for later use.   

 
 
12.  How will you insert a Calc range into a text Document. 

Insert a range of Calc cells itno a Writer document sothat the data 
automatically updates when we modify the spreadsheet. 

 
1. Open a StarOffice Writer document. 
2. Open a StarOffice Calc(spreadsheet) that contains the data. 
3. In the spreadsheet, select the cell range that you want to display as 

a table in the text document. 
4. Choose Edit  Copy 
5. In the text document, choose Edit  Paste Special. 
6. In the paste Special Dialog, Select DDE Link, and then click OK. 
7. Click OK.  The copied cell range will now be displayed in the text 

document. 
8. Now modify the data in the spreadsheet. We will see the data 

automatically changes in the text document. 
 

VIII. INTRODUCTION TO MULTIMEDIA 
 

 
1.  What is multimedia. 

Multimedia is a computer-based presentation technique that 
incorporates text, graphics, sound, animations, and video elements. A 
combination of these elements grabs the viewers’ attention and retains it.  The 
multi-sensory inputs address the different learning needs and styles of 
different users and enhance the entire experience for the user. 
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2.  What is sampling. 
The conversion of analog sound waves to a digital format is called 

Sampling. 
 

3. Write a note on Inline sound and video. 
Sounds and Video in multimedia applications can be played “inline” or 

by using a “helper”.  When sound or video is included as part of a web page, 
then it is called inline sound or video.  The disadvantages of using inline 
sound or video is that it plays automatically whenever the web page loads 
without giving the viewer any control. 

Add inline sound to a web page by using the <bgsound> and the <img> 
tags   A helper application, also called as a Plug-in, is a program that can be 
launched by the browser to “help” play sound or video.  The advantage of 
using helper applications is that you can allow the viewer control some or all 
of the player settings. 

    
4.  What are the uses of morphing? 

Once animation is created by adding special effects such as morphing 
and warping is used.  Morphing is a technique by which you can blend two or 
more images to form a new image.  Warping is the technique of distorting a 
single image to represent something else.  Most modern multimedia 
applications, particularly games, combine these techniques with virtual reality 
to create an environment in which gives the viewer the feeling that he is part 
of that environment. 

 
 
5.  Write about the types of Video compressions. 

Compressions is a technique by which a recurring set of information is 
identified and replaced by a single piece of information. There are two types 
of video compressions. 

1.  Lossless compression – Retains the exact image throughout the 
compression. 

2. Lossy Compression – Provides a comparatively higher ratio of 
compression but results in some loss of dquality. 

 
6. What are the two categories of 2-D animations? 

1. Cel-based animations 
2. Object – based animations. 
Cel based animations consists of multiple drawings, each one a litte 

different from the others.  When displayed in rapid sequence, these drawing 
appear to move. 

Object based animations , also referred to as slide or path animations, 
area created by moving an object across a screen. This type of applications 
are usually seen in computer games. 

 
7.  What are the steps for creating 3-D animation. 

1. Modeling 
2. Animating 
3. Rendering. 
To create a 3-D animation, you have to first create the broad shapes 

and structures of the 3-D objects to be included in the animation.They , you 
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have to animate these models to define their motion. Finally, you have to 
render them by giving attributes, such as colors, and textures to the objects. 

 
8. What is warping? 

Warping is a technique of distorting a single image to represent 
something else. 

 
9.  Expand and Explain for the following. 

a. AVI  b.MIDI  c. AIFF d.MPEG 
 
AVI: 
 The Audio Video Interleave or AVI format was developed by Mocrosoft 
in 1992.  It is supported by all computers running the Windows operating 
systems and by most of the popular browsers.  It is a very common format on 
the internet.  Videos files stored in the AVI format have the extension .avi. 
 
MIDI: 
 The Musical Instrument Digital Interface or the MIDI format is one that 
is commonly used for transferring music information between electronic music 
devices like synthesizers and sound cards in computers. 
 It was developed in 1982 and is a very flexible format that can be used 
for a wide range of musical applications. This format cannot contain sounds, it 
contains only digital notes.  These files are relatively light. 
 
AIFF: 
 The Audio Interchange File Format or AIFF format was developed by 
Apple.  This is not a very popular format as it is neither cross-platform nor is it 
supported by all web browsers.  Files in the AIFF format have the extension 
.aif or .aiff. 
 
MPEG: 
 The MPEG format was developed by the Moving Pictures Experts 
Group.  This MPEG format developed for video files while the MP3 format is 
used to store sounds (music).  However, these formats have become one of 
the most popular format on the Internet in recent year.  The main reason for 
the popularity of these formats is that they offer good compression and high 
quality.  They are also cross-platform and supported by most popular web 
browsers. 
 Sound files stored in the MP3 format have the extension .mp3, or 
.mpga.  Video files stored in the MPEG format have the extension .mpg or 
.mpeg. 
  

IX. PRESENTATION 
 

1.  What is the use of master page in presentation. 
 This page can be used to specify basic background information 

that needs to be included in all the slides.  For example, you can insert a 
company logo to the master slide and it will appear in all the slides. 

 
2.  What is meant by “ Rehearse Timings”  
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StarOffice assists in defining the right rehearse timings in automatic 
slide changes.  StarOffice records the display time for each slide, so the next 
tiem we play the show with automatic slide changes, the timing will be as 
recorded. 

  To Record show with Rehearse timings 
 

 Open a presentation, and switch to Normal view. 
 Start the show with the Rehearse Timings from slide show menu.   
 When it is time to advance to the next slide, click the timer. Continue 

for all slides in the presentions. 
 StarOffice has recorded the display time for each slide. 
 If you want the wholse p resentation to auto-repeat, openthe menu 

Slide Show Slide Show settings.  
 Select Auto and then click OK. 

 
3. What is slide Transition? 

Slide transition is an effect given to a slide, when it transists from one 
slide to another during slideshow. 

 The easiest way to assign slide transition effect to slides is in 
Slide View.  Choose ViewToolbars slide view. 

 
4. How will you create Handouts in StarOffice Impress. 

To provide Handouts you can use the handout view mode. Since the 
handouts contain both in individual slides and space for notes, they can be 
very helpful presentation aid. 

 
5. What is Custom Animation 

The objects in the slide can be given various effects.  They can roll into 
your presentation from the left side, the text can be slowly drawn onscreen, 
and so on .. this is called custom animation. All these effects can be assigned 
using the Normal view(viewNormal view) 

Choose Custom Animation form SlideShow  custom Animation. 
 

6.  What is the use of Insert OLE object tool in StarOffice Impress? 
This is used to import objects from other application into a 

presentation.  For example, StarOffice Spreadsheet, formulae, text and even 
Microsoft application objects can be inserted. 

 
7.  What is the use of Slide Sorter View? 

Allows to view miniature images of all the slides in the presentation.  
This view is also used to rearrange slides. 

The tasks pane on the  right displays four pages that allow to specify 
the master slide, layout, transitions, and animation effects for the objects on 
the slides. 

 
8. How will you rename a slide in StarOffice Impress? 

To rename a slide , Choose the slide and select SlideRename Slide 
or right click on the slide and choose Rename Slide. A dialog box appears 
and type the name click OK. 
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9. How will you change the slide background? 
You can change the background color or the background fill of the 

current slide or all of the slides in your document.  For a background fill, you 
an use hatching, gradient, or bitmap image. 

  
Choose Formatpage background. Select the background fill form 

the options. 
 
In the Fill area, do one of the following. 

 Select Color, and then click a color in the list. 
 Select Gradient, and then click a gradient style in the list. 
 Select Hatching, and then click a hatching style in the list. 
 Select Bitmap, and then click bitmap image in the list. 

 
10. How will you insert pictures in a presentation? 

To insert a Picture in a slide, Choose Insert  Picture  From File or 
click the Insert picture icon from the insert Toolbar.  Choose the desired 
picture to be inserted from the open dialog box.  
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