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General Instructions :
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Candidate must write his/her Roll Number on the first page of the Question Paper.

Please check the Question Paper to verify that the total pages and total number of questions
contained in the Question Paper are the same as those printed on the top of the first page.

Also check to see that the questions are in sequential order.
All the questions are to be answered within the allotted time.

Making any identification mark in the Answer-Book or writing Roll Number anywhere

other than the specified places will lead to disqualification of the candidate.
Write your Question Paper code No. 66/S/O/T, Set - on the Answer-Book.

The Question Paper is bilingual. In case of doubt, the English version should be considered

as authentic.
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(1) All questions are compulsory.

(2) Marks allotted for each question are indicated against it.
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1  Fill in the blanks :

(a) A can accept data, store data and process data as desired.

(b) is an input device that utilizes a light sensitive detector to
select objects on display screen.

(c) After starting the computer system, start and appears on the
bottom of screen.

(d) displays the contents of floppy, hard disk, CD-ROM and
network drives.

(e) A guides you to work effectively while you work by
displaying various helpful tips and techniques based on what you are
doing?

® is a useful option among slide layouts for making a major
section within the presentation.
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2 Write TRUE/FALSE for the following statements : %X6=3

(a) All Input devices are used for automatic data collection.

(b) Software is a another type of output device which allows to listen voice
like music etc.

(c) When clicked on start button, start menu appears on the screen giving
all available options to start using windows.

(d) Add or Remove Programs utility in Control Panel help to manage
programs and components on computer system.

(e) In the alignment tab all of the font attributes are displayed including
font, size, style and effects.

(f) A small image of each slide is displayed on Slide Sorter View.
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3 Define the following : 1x4=4
(a) Keyboard
(b) Task Bar
(¢) Surface Charts
(d) Replace Fonts
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4  Differentiate between the following : 2x2=4
(a) Generalized Packages and Customized Packages.
(b) Vertical and Horizontal Scrollbars.
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5  Write short notes on the following : 2x4=8
(a) Toolbars
(b) Excel Worksheet
(c) Shortcut Menus
(d) Slide Layouts.
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6  Answer the following questions : 2x5=10

(a) Explain the main features of Word Processing.

(b) Write the steps of coping and moving the files using windows explorer.

(c) What is an Autoformat? What are the steps to activate the formatting
options?

(d) Briefly explain the formulae and functions by providing few examples
with it.

(e) Define and explain various views that are used in presentation of the
slides.
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7 Answer the following questions : 2Ix2=4

(a) “‘Practicing gratitude can be a game-changer. It has far reaching effects,
from improving our mental health to boosting our relationships with
others. Living your life with gratitude helps you notice the little wins
- like the bus showing up right on time, a stranger holding the door
for you, or the sun shining through your window when you wake up
in the morning. Each of these small moments strings together to create
a web of well-being that, over time, strengthens your ability to notice
the good.”

How can you add an image gratitude.jpg in your word document? Also
write the steps to add a heading ““GRATITUDE’’ using wordart?

(b) Soumil has typed his research paper of 10 pages. He added a data in
tabular manner. He wants to add a watermark ‘‘CONFIDENTIAL’’ in
his document and also add two rows to his table of data.

Write the steps to add the watermark and rows in his table.
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8 Answer the following questions : 2x2=4

Below is a graph with fictitious data :

Favourite Subject

Mathematics
144°

(a) Identify the type of chart. How can we change the above graph to a
bar graph? Write steps.

(b) Write the steps to add a clip art and smart art to the excel file.
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