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Note : There are two sections in this paper, namely 
Section A and Section B. All questions in 
Section A are compulsory. From Section B, 
answer any three questions. 

SECTION A 

Note : Questions number 1 to 10 are multiple 

choice type questions. Indicate the correct 
choice. Each question carries 2 marks. 10x2=20 

1. Menu bar can be activated by pressing 

(a) ALT or F10 

(b) F2 

(c) F9 

(d) CTRL + F9 
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2. To print a document 	is used. 

(a) File Managei 

(b) Print Manager 

(c) Floppy Disk 

(d) None of these 

3. Which option aligns text on both left and right 
margins ? 

(a) Left 

(b) Center 

(c) Justify 

(d) Right 

4. Portrait and Landscape are 

(a) Page Orientation 

(b) Page Size 

(c) Page Layout 

(d) All of the above 

5. Which menu contains Bullet and Numbering 
option ? 

(a) File 

(b) Tool 

(c) Insert 

(d) Format 
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6. Shift + F3 is used to change the 

(a) Font Case 

(b) Font Type 

(c) Margin 

(d) Font Size 

7. Print Preview is used to 

(a) View the document, how it will appear when 
printed 

(b) Modify the document 

(c) Save the document before printing 

(d) Print the document 

8. In MS-Excel, formula can be edited by pressing 
	key. 

(a) F2 

(b) F9 

(c) F7 

(d) None of these 

9. Which of the following is not a valid type of 
chart in MS-Excel ? 

(a) Pie chart 

(b) Circle chart 

(c) Line chart 

(d) Bar chart 
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10. Which of the following is not a type of business 
graphic ? 

(a) Presentation graphic 

(b) Design graphic 

(c) Story graphic 

(d) Analytic graphic 

11. What is Paintbrush ? Explain any four tools of 
its tool box. 	 10 

12. Explain the spelling checker feature of 
MS-Word. 	 10 
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SECTION B 

13. Explain the following features of File Manager : 	20 

(a) Selecting Files and Directory 

(b) Renaming Files and Directories 

(c) Creating Directories 

(d) Changing File Attributes 

14. Explain how tables are created in MS-Word. 
Also explain how rows and columns can be 
inserted in a given table and deleted from a 
table. 20 

15. What is a function in MS-Excel ? Explain the 
following MS-Excel functions : 	 20 

(a) TODAY 

(b) MCP 

(c) LOWER 

(d) FACT 
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16. What is the use of a PowerPoint presentation ? 

How can one make an effective presentation ? 

Explain any four physical aspects of a 

presentation. 20 
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