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Time : 1% Hours | [ Maximum Marks : 30
Note : (i) This question paper has 16 questions in all. All questions are compulsory.

(ii) Questions from serial no. 1 to 6 are Very Short Answer type and their
answers should not exceed 10 words each.

(iii)) Questions from serial no. 7 to 14 are Short Answer type and their answers
should not exceed 50 words each.

(iv) Questions of serial no. 15 and 16 are Long Answer type and their
answers should not exceed 150 words each.

(v) Marks of each question are indicated on the right-hand side.

1  What is the full form of CPU ? 1
2  How many methods of Typewriting are there ? 1
3  Where ‘Date’ is typed in Fully Blocked Style of typewriting a Business 1
Letter ?
4  What is meant by Navigating in a Spreadsheet ? 1
5  Name the ‘Show’ in which a PowerPoint Presentation can be shown to the 1
audience.
6  What do the following Proof Correction Signs mean ? 1
(a) Caps
(b) NP
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7  Enlist characteristics of Computers.

8  What are the advantages of Sight Method of Typewriting ?

9  What is meant by Spell Check and Dictionary in Computers ?

10 Define Circulars.

11  What is meant by Auto-sum in Spreadsheet ?

12 Enlist parts of a PowerPoint Window.

13 Write any four guidelines for Proof Reading.

14 Define World Wide Web.

15 Explain the Errors that are counted as Mistakes at the time of calculation
of speed.

16 Explain the functions of the following keys of the Keyboard :
(a) Enter Key
(b) Function Keys
(c) AltKeys
(d) Punctuation Keys

OR

Shri Simranjeet Singh Khurana has typed 2250 strokes in his speed test in
10 minutes time and has committed 8 mistakes. Calculate his Running and
Net speed in Typewriting.
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