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Note : There are two sections, namely. Section - A and
Section ~ B in this paper. All questions in Section - A
are compulsory. From Section - B, answer any three
questions.
SECTION - A
Note : Questions numbered 1 to 10 are multiple choice
questions. Indicate the correct choice in answer
sheet.
1. A check box enables options to be 2
selected at a time.
(a) onlyone (b) only two
(c) multiple options (d) none of the above
2. To copy a file from disk, } 2
(a) Use Copy Command
(b) Use DIR Command
(¢) Use Autocopy Command
(d) None of the above
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To close an active application window or to quit

an application, is used.
(a) ALT +F4

(b) CTRL + F4

(c) F2

(d) None of the above

In MS-Word, document can be
(@) left justified

(b) right justified

{c) "both (a) and (b)

(d) none of the above

Toolbar in MS-Word

(a) provides a shortcut way of accessing
commands

(b) allow current time to be displayed

(c) allow to close a document

(d) none of the above

In a worksheet, can be created.
(a) DPie chart (b) Bar chart
(c¢) Both (a) and (b) (d) None of the above

PowerPoint is used for

(a) creating presentation
(b) creating games

(c) creating documents
{(d) none of the above
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10.

11.

12.

In MS-Excel, INT (6.2) will return o
(a) 6 (b 5
(c) 6.2 (dy 6.3

For undoing the modifications made to a

document is used.
(a) CIRL+Y (b) CTRL+ Z
(¢ CIRL+X (d) None of the above

File Manager is used for ___ -
(a) running program
(b) managing files

{c) managing printer

(d) managing window

Explain different types of charts available in
MS-Excel.

Explain header and footer in MS-Word.
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Note :
13. (a)
(b)
14. (a)
(b)
15. (a)

(b)

SECTION - B

Answer any three questions from the

following :

Explain how Page Margins are set in
MS-Word ?

Explain how a table of 5 rows and 10
columns can be created in MS-Word ?

Explain how data can be searched in a
MS-Excel sheet.

Explain the use of following functions in
MS-Excel with example :

(i) SOQRT (number)
(i) EVEN (number)

What is a presentation ? How to make an
effective presentation ?

What is a Presentation Template ? Explain
advantages of using Presentation Template.

16. What is Mail Merge ? Explain advantages of Mail
Merge.
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