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1.      . 5 

 

1.    ?    .  5  

 

2.     ?   .  5 

    

2.    ( ) 5 

  ,  ,  

 

3.         .  5 

    

3.    ( ) 5 

 Bullets and Numbering, Borders and Shading, Header & Footer  

 

4.     ?      . 5 

    

4.    ( ) 5 

 Find & Replace, Clip Art, Auto Text  
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5.       ( ) 5 

 (1)       ____  .  

  (a)    (b)    

  (c)    (d)    

 (2) PROM     ? 

  (a)  Program Read-Only Memory 

  (b)  Primary Read-Only Memory  

  (c)  Programmable Read-Only Memory  

  (d)  Program Read-Output Memory 

 (3) GUI      ? 

  (a) Graphical User Interface  

  (b) Graphical Utility Interface  

  (c)  Graphical User Inference  

  (d)  Graphical User Insertion 

 (4)      ?  

  (a)  DOS  (b)  Linux  

  (c)  Windows  (d)  Oracle 

 (5)   Page margin   ?  

  (a)  Right  (b)  Center  

  (c)  Left  (d)  Top 

 (6)          ?  

  (a)  F1  (b)  F7  

  (c)  F9  (d)  F2 

 (7)    “Undo”      ? 

  (a) Ctrl + x  (b)  Ctrl + y 

  (c)  Ctrl + z  (d)      

 (8) MS        ________ . 

  (a)  Ctrl + b  (b)  Ctrl + i  

  (c)  Ctrl + u  (d)  Ctrl + s 

____________ 
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1. Draw and explain the block diagram of a computer. 5 

OR 

1. What is a computer ? Write about types of computer. 5  

 

2. What is an Operating System ? Explain its types.   5 

   OR  

2. Write a short note : (any two) 5 

 Control Panel, Recycle Bin, Desktop  

 

3. Explain the characteristics of a word processor and explain the first screen of Word.  5 

   OR  

3. Write a short note : (any two) 5 

 Bullets and Numbering, Borders and Shading, Header & Footer  

 

4. What is Mail merge ? Explain the steps to create a mail merge. 5 

   OR  

4. Write a short note : (any two) 5 

 Find & Replace, Clip Art, Auto Text  
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5. Give the correct options for the following : (Any five) 5 

 (1) The fastest and most expensive computers are ____  

  (a)  Super Computers (b)  Personal Computers 

  (c)  Mainframe Computers  (d)  Micro Computers 

 (2) What is the full form of PROM ? 

  (a)  Program Read-Only Memory 

  (b)  Primary Read-Only Memory  

  (c)  Programmable Read-Only Memory  

  (d)  Program Read-Output Memory 

 (3) What is the full form of GUI ? 

  (a) Graphical User Interface  

  (b) Graphical Utility Interface  

  (c)  Graphical User Inference  

  (d)  Graphical User Insertion 

 (4) Which of the following is not an operating system ?  

  (a)  DOS  (b)  Linux  

  (c)  Windows  (d)  Oracle 

 (5) Which of the following is not a type of page margin ?  

  (a)  Right  (b)  Center  

  (c)  Left  (d)  Top 

 (6) Which shortcut is used to check spelling in a document ?  

  (a)  F1  (b)  F7  

  (c)  F9  (d)  F2 

 (7) What is the shortcut key to “Undo” the last action in a document ? 

  (a) Ctrl + x  (b)  Ctrl + y 

  (c)  Ctrl + z  (d)  None of above 

 (8) ________ is the shortcut key to make text italic in MS Word. 

  (a)  Ctrl + b  (b)  Ctrl + i  

  (c)  Ctrl + u  (d)  Ctrl + s 

____________ 

 

 

 


