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

Section - A are compulsory. Answer any three 
questions from 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. 

2x10=20 
1. Which shortcut key is used to close an active 

application in Windows ? 
(a) ALT + Fl 	(b) ALT + F2 
(c) ALT + F4 	(d) ALT + F5 

2. Which shortcut key is used to save a document ? 
(a) CTRL + A 
	

(b) CTRL + S 
(c) CTRL + R 
	

(d) CTRL + V 

3. Which menu contains Bullet and Numbering 
option ? 
(a) File 	 (b) Format 
(c) Tool 	(d) None of these 
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4. 	In MS - Excel Query is used to 	 
(a) Extract data 	(b) Create Report 
(c) both (a) and (b) (d) None of these 

5. 	Shift F3 is used to change 	 
(a) Font Case 	(b) Font Type 
(c) Margin 	(d) Font Size 

6. 	Mailmerge is used in Microsoft 	 
(a) WORD 	(b) ACCESS 
(c) EXCEL 	(d) POWER POINT 

7. 	Which of the following is not a valid text 
alignment ? 
(a) Left 	 (b) Right 
(c) Centre 	(d) None of these 

8. 	Default extension of File Saved in WORD is : 
(a) .PPT 	(b) .DOC 
(c) .XLS 	(d) .TXT 

9. 	 Chart is used to show the percentage 
share. 
(a) Pie 	 (b) Bar 
(c) Both (a) and (b) (d) None of these 

10. Print Preview is used to : 
(a) Print the document 
(b) Modify the document 
(c) View how document will appear when 

printed 
(d) Copy the document 

11. Explain different parts of a Windows briefly. 	10 

12. What is the use of Page Setup in MS - Word ? 10 
Explain briefly. 
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SECTION - B 
Note : Answer any three questions : 

13. What is Mail Merge ? Explain how mail merge is 20 
implemented in MS - Word. 

14. (a) What is Alignment ? Explain different types 10 
of Alignment in MS - Excel. 

(b) What is Formula ? Explain basic properties 10 
of Formulas in MS - Excel. 

15. (a) What is Power Point Presentation ? Explain 10 
different types of business graphics that can 
be use for making effective presentation. 

(b) Explain the process of creating organisation 10 
chart. 

16. What is print manager ? Explain how it is 20 

activated. 
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7:113111.71I-05 : 	3TYftEll 

TITIV : 2 ET4 	 37fEiwurr 31w: 100 

*e- 	WI-  *. 91777- gi 	 3.7f5474 g 1 

9477T`c-41 41%776.73.v777.-  dtH 	4roo 

91-6 : 	10 cich tqq- cichC4-1 	t I 37R-IRTWE Tit 

acbc-LI 	cf.) 	;0-1 	2 3I'W t I 	2x10=20 

1. f--4t Trwzr 31-19-trr -Q. a 	t 
-3-cr-zh-Tr fwzrr 	t? 

(a) ALT + Fl 	(b) ALT + F2 
(c) ALT + F4 	(d) ALT + F5 

2. -9- 1ml TfVU TU4 -k r-Rf rEft WI 

fWZri 	t? 

(a) CTRL + A 	(b) CTRL +S 
(c) CTRL +R 	(d) CTRL + V 

3. "f*-11. 	3t1T 	 ract)c-,A alai t? 
(a) -9h-170 	(b) mt:Ta 
(c) 	e.,(1 	 (d) 77-4-wr -44 	le 
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4. MS-Excel Query chi T4101 11,-M-1(.1Q. fT41.1ficii 

(a) 	3-11 -i ftcTTErk 	(b) 
(c) (a) AT (b) 	(d) .T:17*T1 

5. Shift + F3 	ci4-41 A-q--0-4 	fciR -911a-ci tchl 	1 TT t? 
(a) Th-ia k-,74 	(b) 	1R 	it 
(c) 	 (d) Y- 	 1r$7 

6. ITETTift,g  	 fq—d-q 	4-14) -wr 
-,Tqtr[ fi rTqr wqr t I 

(a) -lit 	 (b) 
(c) 	 (d) ITNT 

7. rfifti 	Aq Lild Tfk-uur w-4 t? 
(a) -q-FIT 	 (b) jiT 
(c) 	(4a7) (d) 31:141-ci 	4t 

8. 'Tg 	chl 44.1kiff 	t : 
(a) .PPT 	(h) ,DOC 
(c) .XLS 	(d) .TXT 

9. a-)1 6,141-1,r ?Thcf71ff 34.7T ct; 

t 
(a) 	4 	 (b) 	1 4.gct.) 
(c) 	(a) *(b) 	(d) 3-11-44d tt 

10. fa 	rui-zh-rr 	14Tql. 	Id t? 

(a) -071 	c6T4 iiij  

(b) ct-4 -#.411-1473.  cht4 	fffq, 
(c) Ti7 ku4 	fc7-4 	ThF•raT 	smq ,•=f- zu 

aTRriT 

(d) AR-ilk .T7-4 	fk,TQI1 
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11.  

12.  if 

10 

10 

fq-fi.5E 	ch`l -449-4 ciiksit 

cni --cratirr qzrr t ? 	TN'tcr 
061itsen .4411,5-R I 

q17-7§f 
91-d-  : f .frr--tRrrqR 
13. -f-q-o -zT Tif----r ( 4 (1 4-1\4) 	f 	? 	 Tii---4wr 20 

fr-o-zr 	 ,311c-if t? 

14. (a) TTA-alcrT .q.z1Tt ? 	 14149 10 
1m1 .611stir 

-ch--Pfm (b) it t ? 	 th-rtm t 10 
31-m-R7 f#risf-drA ct>1 .611(se.11 

15. -51Teff (a) via 	tafT 	4-111' ? 311- Tti TRjrff 10 
cicmiq 91F-incRi 

fofimc-tt -wrc.Err 
(b) (-11,31 -c4i 	 rf cr, 	061R.sql I 10 

16. qa-r 	ceal t? 	Tzr-*7 	 Ant.? 20 

CIC-05 	 6 


	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6

