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Note : (1) Attempt all questions.

(2) Marks are given against each question.
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1.  Match the following and write your answers in the answer book : 1/2x6=3

A B
(a) |CPU (i) |Component of a chart
(b) |Plotter (i) |Hard disk drives
(c) |Copy, Move, Rename etc. (iif) | Predesigned presentation
(d) |Legends (iv) |Brain of computer
(e) |C:or D: (v) |Output device
(f) |Design Template (vi) |File management ac tivities |

fore 1S e, IR ST ST SHRgfen # e :
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(e) |C: = D (v) |Teye feared
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2. - Write i your answerbook True/False for the following statements : 12x6=3

(@)
(b)
(©
(d)
©
(f)

Touch screen is an input device.

Vertical and Horizontal are two types of scrollbars used for navigating a document.
Search helps the user to locate files or folders.

It is not possible to rename a file or a folder.

Normal view is the only view for viewing your presentation.

Tab keys are generally used to make columns of text.
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3.  Define the following : Ix4=4
(a) Taskbar : (b) Control Unit
(c) Microphone (d) Optical scanner
=1 =1 gfRymn ﬁ—lf@’q :
() TR (b) A gfE
(c) WIEHIEH (d) SAffewa &R
4.  Write short notes on the following : ; 2x4=8
(a) System Software (b) Smart art Graphics
(c) Text Alignment (d) Line Spacing 2
7= X e feoqon (:'\'TE.F) ﬁﬁgq 3 :
(a) To=d diRam (b) THIE A Wiwed
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5.  Differentiate between the following : 2x2=4
(a) Inserting Header and Inserting Footer
(b)  Deleting text and Replacing text
Fe1 3 o sie o7 =i -
(@) T T A 3R B 03 ey
(b) T feeie w20 ok Tom fig e

6.  Answer the following questions - 2x5=10
(@) Explain the main features of word processing.
(b)  Write the steps to install a new software.
(c)  What does AVERAGE function do ? Write its syntax.
(d) Explain the method for selecting cells and range of cells in a worksheet.
(¢) What is Datasource ? Explain briefly.
=1 9o % s e -
(2) &< FEfET 1 g fdryang AT |
(b) T T VR 320a 0 F ww fafgw |
() AVERAGE %H F47 Fa] £ sH1 503 fafau
(d) waﬁﬁzﬁﬁmﬁmﬁwﬁhfﬂé@mﬁwaﬂmwl
(e) TREYE FME? &Y F 901 sifeg

7.  Answer the following : 2x2=4

(@) Inaword document, which shortcut key or keys are pressed to do the following
actions :

(1)  Selecting entire document.
(i)  Starting Print Preview

(iii)  Getting Help

(iv) Making the text justified

(b)  Write the steps for checking wrong spellings of words, if any, in a paragraph of
text.
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8.  Answer the following : 2x2=4
(@) |Light Source| Energy saving during peak hours (in %)
Bulbs 10
CFLs 30
Tubelights 20
LED lights 40

Above table shows data found during a survey conducted by a leading light source
manufacturing company during peak hours in a major metrocity. Write the steps
to plot a Pie chart which will show which device is best suited as energy saving
device.

(b) Following data shows the Retail and Wholesale price of 4 major selling stationary
items. Prices are given in per dozen values and quantity purchased is also given
in dozens. Based on this data write the formula to calculate the following :

(i)  Wholesale price of 10 dozen pens.

(i) Retail Price of 12 dozen Notebooks.

(i) Combined Retail Price of 10 dozen pencils and 8 dozen Rubbers.

(iv) Total Wholesale price of all the items if purchased in the given quantities.

A B c s )
Retail Price | Wholesale Price | Qty. Purchased e
1S takosasyilem (per dozen) (per dozen) (in dozen)
P Pencil 24 12 10
2 Rubber 18 12 8
- Notebook 240 180 12
5 Pen TOL 60 10
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(a) e 1 | SAAH Siel o QR el JeEl (%) H
E| 10
Hl.u%.Td. (CFL) 30
<FadRe 20
T3S dBe 40

IR T9d § TH 2 Bd SAeH w9 gR Th G U2l v H FEan =l
(peak hours) & T 7T T TS ¥ W< ST f@m@l 711§ 1 38 MR W IE = T2
0 & =W fafay Sag 7 a1 9o 5 5 feagg &1 969 o= wew & fag
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(b) TR YA IR AT H Ao AR few wes A= o § foaE W €1 3 9 ufa
TSt % STTER T SR T T O oft S5 A 1 T © | 39 SR % SMER W = &1 o
F & fag wigan fafa :
() 10 TSH 97 HI A TBH
() 12 TS g w1 {eA T
(i) 10 IS UFEE IR 8 TS W& F HIE {ed IEd
(v) Gt oM w1 AfE < 7 A F SIER & TS S Fel Ferdd I

A B G D
1 ESNET {[ed 9d e IEH EERERIERIE
SIECL] (gfd =) (9fd T5H) (=i #H)
2 faa 24 12 10
3 LI 18 12 8
4 BICEED 240 180 12
5 el 100 ’ 60 10
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