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Note : There are two sections in this paper. All question in 

Section - A are compulsory. Answer any three 

questions Section - B, 

SECTION-A 
Note : Question number 1 to 10 are multiple choice 

questions and each question is of 2 marks. 
Indicate the correct choice in answer sheet. 

1. Which function key is used for help ? 
	

2x10=20 
(a) F2 	 (b) F3 
(c) Fl 	 (d) F5 

2. Option to make the text bold is a part of 
	 tool box. 
(a) Formatting (b) Drawing 
(c) Standard 	(d) None of these 

3. A document is created using : 
(a) Excel 	(b) Power Point 
(c) Word 	(d) MS-Access 
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4. 	Font option is part of : 
(a) Format 	(b) View 
(c) File 	 (d) Edit 

	

5. 	Line spacing refers to 	 
(a) The space between the lines of text 
(b) The height of text 
(c) The length of the line 
(d) Both (a) and (b) 

	

6. 	To insert a new slide in the current presentation 
we can choose : 
(a) Ctrl + M 	(b) Ctrl +N 
(c) Ctrl + 0 	(d) None of these 

	

7. 	Which of the following is shortcut key for 
converting text in to italic format in MS word. 
(a) Ctrl +I 	(b) Ctrl + g 
(c) 	Ctrl + k 	(d) Ctrl + i 

	

8. 	Which of the following is not a Power Point 
Presentation view ? 
(a) Normal 	(b) Slide Sorter 
(c) Slide Show 	(d) None of these 

	

9. 	Which of the following is an Impact Printer ? 
(a) Laser 	(b) Inkjet 
(c) Dot-Matrix 	(d) None of these 

10. Which function in Excel return the absolute value 
of a number ? 
(a) EXP ( ) 	(b) ABS ( ) 
(c) SQRT ( ) 	(d) FACT ( ) 
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11. Explain basic mouse functions for working in 10 
windows. 

12. What are Headers and Footers ? Explain how 10 
Headers and Footers are created ? 

SECTION-B 
Note : Answer any three questions : 

13. (a) What is Text Formatting ? Explain how Font 10 
Type and Font Size are changed in Ms.-
word. 

(b) What is Paintbrush ? Explain any four tools 10 
available in Paintbrush. 

14. (a) What is Spelling Checker ? Explain 10 
advantage of using Spelling Checker. 

(b) Explain table creation and Table Formatting 10 
in MS-word. 

15. What is Function in MS-Excel ? Explain any four 20 
functions of Arithmetic category. 

16. (a) Explain steps of creating a Power Point 10 
Presentation. 

(b) What is Organization Chart ? Explain how 10 
it is created ? 
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10x2=20 

1. fir 	4.-)a.q1-r) 

(a) F2 	 (b) F3 

(c) Fl 	 (d) F5 

2. LlIck-zrfr 4;1   6,0 

41.1+1 	9.1-17 t 

(a) 	Lhiqre:, r 	(b) 	i5 	+f 

(c) 	 (d) 31:11*7 -4 	1# le 
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3. 	gc'l -4 14 f-*7rTI 
\311c-II t? 

(a) -R---44-0* 	(b) ITY-q7 bra 
(c) 	 (d) 	. 

	

4. 	ThIE 	F-14--iiort5c1 14 14 f-1,FTE ftR,If t ? 

(a) thtTE 	(b) 
(c) 	ri 	(d) q-se. 

	

5. 	cil*-11:4#1.7 T 	t : 

(a) 41,6_,qil 	14f*It 	•31+1 (*T-I) 

(b) 1-Hoiqf 	 

(c) Iff-WE ch 

(d) (a) 3 (b) 

	

6. 	-7t-fa    )3.4 Fri 
-t4 F.-ott   ? 

(a) Ctrl + M 	(b) Ctrl + N 
(c) Ctrl + 0 	(d) 	-4 -411ft 

	

7. 	71:i.m1.1 4 4icoW 	14.  
flkifCi f(Id 	f -7r-r---*-E 	371)1 fWFIE \lid! 

t? 
(a) Ctrl +1 	(b) Ctrl + g 
(c) 	Ctrl + k 	(d) Ctrl +1 

	

8. 	f1i-if 1find 1414 4) -1-Trr 41.R -ca-ka ikq (9) -1 . t. ? 
(a) 	 (b) 
(c) 	 (d) 31Taiqd 1414 .  
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9., 	11440 (5c1 

(a) 	 (b) 
(c) 	 (d) •--,*[ 4 -4 	%ft -I 

10. 7 	F-14-1k1 	4 -4 	 i4cy.41 
4-11-1 	t? 

(a) EXP ( ) 	(b) ABS ( ) 
(c) SQRT ( ) 	(d) FACT ( ) 

11. f-4t7 4 cni+4 	friIf9-Trr 	 10 
4R 	4( 

12. t-‘43t1T1E- TW? ti3tITIFt-Oftd fWR 10 
syti t ogItS611-Wlf--Am 

- 

3R-9)' 	th-R 

(a)  1KiR1 41 41141z41 	? 	,;4-1.-01i 4,1*e, 10 

z-q-Er*Thla Trr4 	4)1 t? °tilts:611 

---rR7 I 
(b)  10 4e. 	t? 	4e. Vf 

chl c4iitsql .wl-r--A-R I 

(a)  W4t 	Wrf 	?q".4"t 41 ZTOT 10 

'134m1 ogItStif 	I 

(b)  4 dIrcichl 	3-117 Tfd-T1-  4-11 	re. f 10 

a-1 0611(5.qr 

13.  

14.  
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15. 7.T4-7-44 14 7+14 W t? 3-t*-Tri-Err-dl-zr s)-(th t-  20 

1-*-- T .q.R .9--*--Fif 	celitsqr wlf-A7 1 

16. (a) 4:4t 747.-z 1;17,e'd TlfWff crA * lkuii "4' cikstu 10

I 

(b) 	-14ics-r ma amt t? ,..i cl.) 	fmi1 Alai  t ? 	10 
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