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o FUAT AT I @ & 5 F97-97 § Jfad g 8 T 497 13 &/
Please make sure that the printed pages in this

question paper are 8 in number and it contains
13 questions.

o T97-0F 7 3lfe &9 @I 3R 34 T FI TR B G TR-
RHT & JET-U 0T ford |
The Code No. on the right side of the question paper
should be written by the candidate on the front page
of the answer-book.

o YT F97 FH T [T@T & F G G&et, F97 & HIF Fa9
forg|
Before beginning to answer a question, its Serial
Number must be written.
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o TFIR-YIIH & &l 7 Greil g=11/9~ 7 BIs|
Don’t leave blank page/ pages in your answer-book.

o IW-YdE & Sfaked @E o T 7@ Al o
STaIFATAR &1 [ o for@r aav 7 e
Except answer-book, no extra sheet will be given.

Write to the point and do not strike the written
answer.

o 1emreff o1 A To F9T-TF 9T 37aeT ford |

Candidates must write their Roll Number on the
question paper.

o FYAT F9l T T a4 & §d 7€ GiArvad & o [ g97-7 g
7 & & gier & SuvrT 3@ =T & HiF ot qrEr @Ew
7T fFar s
Before answering the questions, ensure that you
have been supplied the correct and complete
question paper, no claim in this regard, will be
entertained after examination.

T () F G 11 & 13 § & 3=l & 5ol & TN
iforT| e @t g9 sifard &1

Attempt any two questions from question
numbers 11 to 13. Rest are compulsory.

(i) FOF F9T & &% g% g Ry 77 8]

Marks are indicated against each question.

(iii) F9l & TR T HABJAR q/

Answer the questions according to their
marks.
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(i)

(i)

(3) 2722
[ T 997 |

[ Objective Type Questions ]

............. % FHIE FN T B 8x1=8
(&) ctrl+vVv (@) ctrl+X
(@) ctrl+P (8) ctrl+c

................ is the shortcut to cut command.

(@ Ctrl+V (b) Ctrl+X

(¢ Ctrl+P (d Ctrl+C

.......... el ST &7 O & ST A1 | fere &
foTT SuT e e B

(a1) 'R (@) wae

() = () ==

.......... is used to put some information on
the top of the page.

(@) Header (b) Section
(c) Footer (d) Table

............ IR fodt Ufdea o€ Slaghc &t qaidl 81 1
(ar) ®Wewar () emed aw

(7) *gaW () = ew

P.T.O.
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v)

(vi)

(4) 2722

The ............ bar displays the name of

currently active word document.

(a) Status bar (b) Title bar

() Menu bar (d) Tool bar

TR -@TEE A<M & TFHCYH 947 & ? 1
(GT ) Xls (Ef) .€Xe

(H) .ppt (3) .doc

The extension of Power-Point presentation
is :
(@) .xls (b) .exe

() .ppt (d) .doc

WSS SHATSTE UHh BT & g T WSS & a4l
IURE RIS IR (7))

The slide background is a backdrop against
which all of the elements of the slides are
displayed. (True/False)

Gesfie § 9199 1 W @ (arrow key) TEHT (6T
fSeT AT A W I &7 qa9 A T4 T8 7

(BT) Ctrl + Home (Ef) Shift + Home
(@) Alt+Home (3) Swwd & & &
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(vii)

(5) 2722

Without using the mouse or the arrow keys,
what is the fastest way of getting to cell A in
a spreadsheet ?

(a) Ctrl + Home (b) Shift + Home

(c) Alt + Home (d) None of above
................ ORI B2 &1 FE W  TE W W
HIGT AT & TAT I 32T H G4 9 4 Fer 2|

(3) e SR Hrdt (@) e, BT SR T
(@) @HeRIe (@) *EIARITE

The ............ operation copies data from

source range to target range and erase it
from source range.

(a) Cut & Copy (b) Cut, Copy & Paste
(c) Copy & Paste (d) Cut & Paste

(viii) Al Bl . e § daia (referenced) G2
ST el 2
() 1 @ 2
(/) 3 (@) 4
Cells can be referenced in ................ ways.
(@ 1 (b) 2
(© 3 (d) 4
P.T.0.
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(6) 2722
T SR ‘HeX’ H e & ? 2
What is the difference between 'Header' and

'Footer' ?
STE TSR & (el @ qeHl & HagH & S Bl 2

Describe the function of any two buttons

available on drawing toolbar.

. (B TR 47 BT & 7 2

What are reference operators ?

WSS 9T § 37T 397 g9 & 7 2

What do you mean by slide show ?

T H ST BHIEK &7 4T Hag & 7 2

What is the function of autofill feature in Excel ?

X T & 7 IS SAGHC § FEX H AT BT F =0 I
ferfe 3

What is Footer ? Write the steps to insert a

footer in Word document.
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8. TR § TWAW B a1l el & SfTNed &I e

10.

2722

IETEXT G B

3

Explain any two operators used in Excel by

giving example of each.

. = & oy = g

(i) TIEE HC-UE, T4

(i) ETEE PIAT-UE|

What do you understand by :
(i) Slide cut-paste, and

(ii) Slide copy-paste.

=T qTeR-WEe g & SO &l qui &

(i) %Mgs <,
(i) STIETET
(iif) &ITES QX
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12,

13.

2722

(8) 2722

Explain the use of the following Power-Point

views :
(i) Slide view,
(ii) Outline view,

(iii) Slide sorter view.

HeeH UHE $ SEa o gu il Sre a1 effadiee
&l UNHE F & =0l &1 ford | 5

Explain the various steps in custom animation

that can be applied to animate any text or

object.
U W9 & B B I B AT FS RBH b 2RO 6
ford | 5

Explain the concept of mail merge. Write the
steps to perform mail merge.

ferdT STagiic & AN SR O |1es &1 O qeorT Sar
I H FAA IR 80 9T B AR O IF SagHe &l
fUe e & =X & o | 5

Write the steps for printing a document after

setting the margins and page size using the page
setup dialogue box.
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