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Note : All questions are compulsory and carry marks as indicated against each question.

1. Fill in the blanks :

(a)

@) The process of input, output, processing and storage is performed
supervision of a unit called

(c) when files or folders are deleted from hard disk, windows places them in the

(d) To send the merged documents for electronic mailing, it is necessary that your
computer has the connection.

In a Mail Merge operation the personalized document is known as the
Eachautoshapecanberotatedbyfrstclicking%buttononthedrawing
tool bar.

is the extension of powerpoint file.
POP stands for

A 

- 

is a program designed to herp find information stored on a computer
system such as the World Wide Web.

of tasks.

is the set of programs that makes the hardware perform a particular set

(e)

(0

r/zx l0 = 5

under the

r/zx l0 = 5

(e)

(h)

(i)

o

2. Write True/False for the following srarements :

(a) Full fonn of coBol is "common Beginners oriented Language,,.

(b) Machine Language is difficult to learn and difficult to write programs.

(c) compiler converts high level ranguages into machine ranguagd.

(d) Recycle bin stores deleted files of folders.

(e) windows provide a quick and easy way to instail new software.
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(0 Single line spacing causes l2-point line spacing.

(g) AutoFill allows to draw a number of geometrical shapes, graphs.

(h) You can add notes to your slides from Normal view.

(i) E-mail passes from one computer, known as mail seryer, to another as it travels
over the Internet.

(t) POP stands for Post Office powerpoint.

3. Define the fotlowing terms (any two) :

(a) Utilities

(b) Ruler

(c) Navigatingworksheet

lx2=2

4. Write short notes on the following :

(a) System Software

(b) Task Bar

(c) Auto format

I

2x3=6

5. Differentiatebetweenthefollowing: 2x3=6
(a) Min function( ) & Max tunction( )

(b) Normal view & Slide Sorter view

(c) Leased Line Connection & Digital subscriber Line (DSL) Broadband Connection.

6. Answerthefollowing: 2x4=g
(a) Write the steps for copying text in MS-Word.

(b) write down the types of Documents in Mail Merger. Explain

(c) Write steps to AutoFit columns in Excel.

(d) Describe four features of powerpoint.
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7. How will you :

(a) Create a New Document ?

(b) Open an Existing Document ?

(c) Save a New and Existing document ?

(d) Close a document ?

On the basis of the given worksheet, answer the questions given at the end :

TOTAL

1x4=4

Lx 4=4

I

)

3

4

5

6

(a)

(b)

ENGLISH

40

30

60

70

HINDI

20

30

40

50

(c)

(d)

Write a formula to display Total in CellC2'

What would be displayed in cell A6 if it contains the formula

"=Average (A2:A5)" ?

How will you copy the formula in cellC3 to C5 ?

What would be disptayed in cell D2itit contains the formula "=Sum(A2:82)" ?
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