' 8
X it Y s # A T 6 UG steps fafem EaE
Write the main steps for making chart in X , e Printed Pages-3
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" 2 Owelpglmﬁ e TR COMPUTER APPLICATION
' Write the main features of MS-PowerPoint. E & o
39ET/ OR LS Paper - 111
frefafea w gfaa fewforat faf Lt (PC-Packages)
Write short notes on the following‘: - Sdbindiahi A i B Maxinum Marks : 80
(i) Creating anew Presentation inig e @03—37; wﬁ;ﬁ b &1 ave-a a1 grE-d 7 alE
< (i) Handouts o e | :
i) Add g Ry Note: All questions are compulsory of section A. Internal choice
ulll ding Graphics S is available in each questian of Section B and C.
©(iv) Sounds X ‘
(v)  Animations & e @Ue-37 / Section-A
00 i (s ue )
[ (Objective Type Questions) 1x10=10

1. T I I9ad I
Choose the correct answer .
(i) Ctrl+W WEwe key F I R T
Ctrl+W shorteut key is used to
(a) Saveand Printthe Document
(b) Saveandclose Word Application




(i) Music files ¥ fer @ A1 file extension M

- Which file extension is used for Music files?
@ e (b) .docx
(c) .mp3e (d) .pdf

(i) 39E A=A @ font style T 7?2
' Which of the following is not a font style?
(a) Bold (b) Ttalic
(¢) , Regular (d) Superscript

(v) = 8 @ 99 @ v key =1 39T Tt
- A # height and width ratio, maintain F0

= for foman s &2+
Which is the following shortcut key is used
to maintain the height and width ratio of
shape ?
(a) Shift
(¢) Escape

(b) Cul
(d)+ Ctrl+H
(v)  Gutter Margin =1 92 foan 51 a1 1
Gutter Margin can be set to:
-(a)- Leftand Right
(¢) Rightand Bott
(vi) Excel M lldﬁ.;‘f Lk

4 values ent

iR = it s

T L

3
Which area in Excel window allow entering
values and formulas ?
(a) - Title Bar (b)  Menu Bar
(¢) FormulaBar (d)  Standard Tool Bar

(vi) Feelt cell & total update % # fere =1

function key 374 T4 §?
Which function key is used to update the

total in a cell'?

@ F7. (b) I8
(¢) F9/ @) F10

(viil) it shape H 3-D rotation, apply % & ferg
Format tab T & T button 1 39 T € 7
Which button on the Format tab is used to
apply 3-D rotation to a shape ?

(a) Rotate (b) Selection Pane
(c) ShapeEffects. ~ (d) ClipArt

(ix) MS Power Point % f&# YT 1 view T&l &1l
g7
Which type of view is not present in MS
PowerPoint ?

() Extreme animation (b)  Slide show
(c) Slide sorter (d) Normal
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(A) 219 =1 function key, Slide Show =1 display

1 H g Bl €

Which function key is used to display the
Slide Show ?

(a) F9 (b)
(c) I10 (d) : ET..

ol

W—H/Sectiqn-B '
(g ITAATTT)

(Short Answer Type Questions) 5x4=20

‘ g7
File 1 Bidr &7 File format & 3T &1 WHEAd

i ?
What is a File? What do you mean by File format "

rar/ OR
- e 7 !
51 Word document H Freed FY FAE 2 HIARY

[ i ent ?
[low vou can create a | older in a Word docum

Explain.

- -
'rcxtafaawm%?%ﬁwa‘ﬂﬂ%.
What is a Text box ? How it is useful ?

31gar/ OR

MS Word & 7H@ functions T 27
I3 : q
What are the basic functions of MS Word"

212139

5

Word document ¥ 2914 insert 323 1 FE 2 fafum
] TR | ;

Explain any two methods to insert atable ina Word -
document.

AT/ OR
MS-Word %1 I¢ wR sfres forsroams e

Write any four advance features of MSeWord.

Qﬁ@ﬂﬁmﬁmtﬁrﬁzméﬁﬁhﬁﬁ@%
M fafau |

How many data formats are available in Excel?Name
some of them.

3YAT/ OR

MS Excel ¥ %o getia 3 oo operation %?EEI!
F1 T F9 F FaET | :

Specify the order of operations used for evaiuatmg
formulas in Excel.

WITE 3732 P11 Ehen &2 T
What is a slide layout ? Explain.
HAAT/ OR

mgmwﬁmiﬁwmﬁmm
What is Slide Master ? Explam placeholder
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=1 Tt R wifert femfory ferfan -
\Tv’ril‘c the short notes on the .fOll(_)W’i;] g:
(1)  Paragraph and Page Formatting .
(i1) Bullets and Numbering
(iii) Watermarks -

6

wWus-4/Section-C
( S ST 99 )
(Long Answer Type Questions) 5x10=50
e g o g & I A FrHE F9T 10 HFFE

estions. Each question carries 10 marks. Gv) T
iv) Toolbars and B
: S uttons

Note : Attempt all five qu
(v)  Wizards and Templates

'_ 7. MS Windows H HTA operations AT HEHH Eal
o ﬁrrdnonnlent?:rqaﬁll

L\plam the simple operations and arrangl

9. ™ ; ' .

0, I\1/IS-W01 d files H Page number, Picture, Files and )
Symbols insert 1 % steps feifew | i
I:xplain the steps for inserling-Page number

ng of lcons

in MS Windows.

argar/ OR Picture, Files and Symbols in MS-Word files. :
Control Panel 1 Windows 3 spn e ¢ 2 TRl o J HIAT/ OR |
Er‘oh‘ri?ﬁprimer?ﬁ install % & steps FHAEL | = o 9§ f=l © o |

What is the importance of Control Panel in Explain any two of the following :

s 2 Explain the steps of installation ot any (i)  Margins and Space management

Window
s peE _ (i)  Adding references and graphlcs
' (i11) Tabs and Indents
g MS Office & 9@ functions & #7 Ms Office™
e @@ et Oftice tools F 2 ? . 10:.. Foest = i |
What is the basic MS Office functions? What are Explain the following : '
: (i) - Different types of wews of worksl]eets

S Office tools?

the commonly used M 5
arerar/ OR ! ,(/]'1) Removmg and re;lzmg of columns 'md IOW 3
s ' X * Aouke T J ¥ T
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