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1.    ?    .  7 
 
2. Windows  DOS   . 7 
 
3. Windows  Recycle bin  Paint .  7 
 
4.    ?   . 7 
 
5. MS-Word  screen    .  7 
 
6. MS-Word Mail-merge . 7 
 
7. Presentation   ? PowerPoint  . 7 
 
8. PowerPoint Presentation    .  7 
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9. MCQs. ( ) 4 
1. ALU   . 
 
2. OMR   . 
 
3. MS-Word Copy   Short cut key . 
 
4. MS-Word GOTO  Short cut key . 
 
5. MS-Word AutoText  . 
 
6. PowerPoint   extension _____ . 
 
7. PowerPoint   presentation   _____ function key   

 . 
 
8. PowerPoint     _____ Short cut key   . 

_________ 
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Instructions :  (1) Attempt any three questions from Part-I. 
   (2) Q. No. 9 of Part-II is compulsory. 
 

PART – I 
 

1. What is Computer ? Explain its generations.  7 
 
2. Write difference between : Windows and DOS. 7 
 
3. Explain Recycle bin and Paint in Windows.  7 
 
4. What is memory ? Explain types of memory. 7 
 
5. Draw the first screen of MS-Word and explain its various parts.  7 
 
6. Explain mail – merge in MS-Word. 7 
 
7. What is Presentation ? Explain the characteristics of PowerPoint. 7 
 
8. Write down steps to create presentation in PowerPoint.  7 
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PART – II 
 

9. MCQs. (any four) 4 
 
1. Write full form of ALU.  
 
2. Write full form of OMR.  
 
3. Write short cut key used to copy in MS-Word.  
 
4. Write short cut key used for GOTO command in MS-Word.  
 
5. Explain Autotext in MS-Word.   
 
6. _____ is extension of PowerPoint file.  
 
7. _____ function key is used to see the presentation in PowerPoint.  
 
8. _____ short-cut key is used to save a file in PowerPoint.  
 

____________ 
 
 


