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Answer all 20 questions from Group A, each question 

carries 1 marks.

Answer all Five questions from Group B, each question 

carries 4marks.

Answer all Five questions from Group C, each question 

carries 8 marks.

All parts of a question must be answered at one place in

sequence, otherwise they may not be evaluated.

The figure in right hand margin indicate marks.
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9. Write the uses of following functions in MS - Excel.
(a) SUM ( )
(b) COUNT ( )
(c) MAX ( )
(d) AVERAGE ( )

(a) Entering a formula in MS-Excel with example
(b) Copying a formula with various referencing

software. What do you mean by layout and what 
are different objects used in MS-Power point.

10.

8

8
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1. Choose the most suitable answer from the following

options :1x20=20

(i)

(i)

(ii)

P.T.O

8.

OR GROUP - A

OR

Which of the following is spread sheet 

program ?

(a) MS word

(b) MS-Power Point

(c) MS- Excel

(d) MS- Access

(a) Bold

(b) Super script

(c) Regular

(d) Italic

Write short notes on the following:

(a) Printing process

(b) Different alignment in MS- Word

and also write basic feature of word processor.

(a) Creating the table in MS- Word

(b) Merging of cell and partitioning of cell

8
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(iii)

(iii)

(iv)

(ii)

P.T.O
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6.

                 GROUP  - C

7.

4

5x8 = 40
Answer all Five Questions.

software package .

(a) Red Hat Linux

(b) Microsoft XP

(c) Microsoft Office

(d) None of the above

(a) Ctrl + Enter

(b) Shift + Enter

(c) Space + Enter

(d) Alt + Enter

Differentiate between template and wizard.

types of virus.

(a) Hacking
(b) Spoofing

Write the steps for creating mail merge document 
and describe importance of mail merge. 8
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4.

(iv)

(v)

(v)

(vi)

5.

P.T.O
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ClipArt option is available in .............. menu.

(a) Insert

(b) Page layout

(c) References

(d) Home

(a) Winword .exe

(b) Win .exe

(c) Word .exe

(d) Word win .exe

3.What do you mean by Spell checking a document 
in a word processor? How is it actually done.

with suitable example.

MS-Excel 

What are the types of validation possible?

different types of referencing?

4

4

4
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(vii)

(vii)

(viii)

(vi)(xx)

Answer all Five Questions. 5x4=20

2.

OR

4

(a) Spam

(b) Spoof

(c) Sniffer Script

(d) Spool

Which of the following is used for adding 

new slide.

(a) File, add a new slide

(b) Insert, new slide

(c) File, open

(d) File, new

P.T.O

Write the steps for adding header and footer in a 
document.
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(xviii)

(xix)

(xx)

(xix)

(viii)

(ix)

(ix)

(x)

What is the virus that spread in computer 

(a) It is a hardware

(b) It is a system software

(c) it is a computer program

(d) It is a window tool

What is the name of the virus that tool a user 

into downloading them by pretending to be 

useful application.

(a) Cracker

(b) Worm

(c) Trojan horses

(d) Key logger

(a) A, B, C, etc

(b) 1, 2, 3 etc

(c) A1, A2, etc

(d) &A&1, &A&2, etc

column in some sequence is known as

(a) Arranging

(b) Autofill

(c) Sorting

(d) Filtering

P.T.O
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To open an existing presentation, press

(a) Ctrl + A

(b) Ctrl + O

(c) Ctrl + N

(d) Ctrl + L

(a) Through slide show

(b) Through slide sorter view

(c) Through normal view

(d) Through slide view

Macros are "run" or executed from the ..........

menu.

(a) Insert

(b) Format

(c) Tools

(d) Data

What type of virus uses computer hosts to 

reproduce itself ?

(a) Time bomb

(b) Worm

(c) Melissa virus

(d) Macro virus

(xi)

(xvii)

(xi)
(xvii)

(xviii)

(xii)

(x)(xvi)

P.T.O
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time in a  worksheet cell ?
(a) = today ( )
(b) = now ( )
(c) = time ( )
(d) = current time ( )

Hyperlinks can be
(a) Text
(b) Drawing objects
(c) Pictures
(d) All of the above

(a) Excel sheets

(b) Work book

(c) Excel worksheets

(d) Excel book

(a) For saving the file for the first time

(b) To save file by some alternative name

(c) To save file in format other than word

(d) All of the above

(xv)

(xv)

(xvi)

(xiv) (xii)

(xiii)

(xiii)

(xiv)

P.T.O
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What is Animation ? Describe various form of 

transitions present in power point.

(a) Types of virus

(b) Cell addressing

(c) Use of macro

11.

8

***
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What is Animation ? Describe various form of 

transitions present in power point.

(a) Types of virus

(b) Cell addressing
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11.

8

***
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