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Q.1

Q.2

Q.3

Q.4

Q.5

Draw the Block Diagram of Computer and explain its various parts. 5
Or

Explain the characteristics of Computer in detail. 5

Give the names of different facilities available in Windows Accessories

and explain any one of them. 5
Or

Draw the starting screen of Windows and explain its various parts in detail. 5

Explain the characteristics of Word Application in detail. 5
Or

Explain any two of the following options in Word Application in detail. 5

1. Alignment 2. Indentation 3. Header-Footer

Explain Mail Merge option in Word Application. 5
Or

Explain any two of the following options in Word Application in detail. 5

1. ChangeCase 2. Tabs 3. Procedure to create Macro

Answer any five of the following questions. 5

1. Normally, device is used to check a cheque in a bank.
a) OCR b) MICR c) Scaner d) Plotter

2. device is used to enter voice in the computer.
a) Speaker b) Woofer ¢) Microphone d) Scanner

3. is the full form of DVD.
a) Digital Versatile Disk b) Display versatile Disk
¢) Digital Video Disk d) Display Video Data

4. is the full form of GUI.
a) Graphical User Interface b) Graphics Utility Info
c) Graphical Utility Information d) None

5. short cut key is used to Copy information in Word.
a) CTRL+J b) ALT+C c) SHIFT+C d) CTRL+C

6. function key is used to check spelling and Grammar in Word.
a) F2 b) F3 c) F5 d) F7

7. short cut key is used for hyperlink in Word document.
a) CTRL+H b) CTRL+L c) CTRL+K d) CTRL+J

8. short cut key is used to select whole document in Word.
a) CTRL+D b) CTRL+A c) SelectAll d) CTRL+N
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