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Time : 2 hours 	 Maximum Marks : 100 

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 

questions. Indicate the correct choice. Each 

question carries 2 marks. 

1. 	  allows you to accurately set the 
layout of the document. 	 2 

(a) The tool bar 
(b) The ruler 
(c) The scroll bar 
(d) The menu bar 

2. In Windows, Programs, Documents and Data 
files, etc. can be accessed through 
(a) My Computer 
(b) Recycle Bin 
(c) Inbox 
(d) All of the above 
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3. Handouts are used when you want to 	2 
(a) show only the content of the slides 
(b) squeeze more slides onto a page 

(c) put your presentation in the hands of 
audience 

(d) All of the above 

4. Tables are used to 	in RDBMS. 	 2 

(a) set up databases 

(b) perform calculations 

(c) create graphs 

(d) None of the above 

5. Charts can be used to 	 2 
(a) make the presentation more effective 

(b) illustrate relationships between data 

(c) show data trends 

(d) All of the above 

6. To move to a particular slide in the Slide 

Window, 	 2 
(a) Press Pg Dn 

(b) Press Enter 

(c) Enter the number 

(d) Enter the number of the slide and press 
Enter 

7. The graph that is ideal for showing shares of 

scientific entities in a whole is 	2 

(a) Pie Graph 

(b) Line Graph 

(c) Bar Graph 

(d) Stacked Graph 
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8. 	 is the graphic file format supported 

by PowerPoint. 	 2 

(a) •ppt 

(b) .exe 

(c) .bat 

(d) •pg 

9. A 	 sign in hierarchical list indicates 

that the level is expandable. 	 2 

10. API stands for 	 2 

(a) Application Program Interface 

(b) Asynchronous Position Indicator 

(c) Application Position Interface 

(d) None of the above 

11. Explain any five features of MS-PowerPoint. 	10 

12. Write any five differences between MS-Word and 

MS-Excel. 	 10 
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SECTION B 
Note : Answer any three questions from the following. 

13. What is business graphics ? Explain the various 

types of business graphics. 	 20 

14. What is Word Art ? List any five advantages of 

it. 	 20 

15. How can you implement a formula using MS-

Excel ? Explain with an example. 	 20 

16. List and explain any four programs in 

"Accessories" of MS-Windows. 	 20 
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(a) •ppt 

(b) .exe 

(c) .bat 

(d) •jpg 
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