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[This question paper contains 4 printed pages.]
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Instructions for Candidates

1. Write your Roll No. on the top immediately on receipt of this question paper.

2. Attempt all questions.

3. Question No. 1 is compulsory.

4. Answers may be written either in English or Hindi; but the same medium should
be used throughout the paper.
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1. {a) Fill in the following blanks with appropriate words : %)

(i) Information retriéval is fastest from

(1)) When you select a cell with the mouse, the cell becomes the

(1) Anything that is typed in a worksheet appears in both the active cell
and the

(iv) — command will permanently delete a sheet from the
workbook.
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(v) ——_ holds the ROM, CPU, RAM and expansion cards.

(b) State True (T) or False (F) giving reasons : (10)
(i) Computer is a mechanical machine, which is used for record keeping.

(i) Excel automatically does not check’ and attempt’ to repair broken
hyperlinks when you save a document.

(iii) PgUp/Pg Down keys in Excel can select larger blocks.
(iv) Delete place the select text on the clipboard.

(v) Internet is a network of network.
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2. (a) Draw a Block diagram to illustrate the basic organisation of a computer
system. Explain the functions of various units. 8)

(b) What do you understand by the computer software ? What purpose does it
serve ? (7
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4.

(a)

(b)

3
OR
Differentiate between the multi-user and multi-tasking operating system.
| )
Briefly discuss the limitations of a Computer ? )
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(b)

What is Internet ? How does it evolve ? (8)

What is Word-wrap ? What is the use of Undo and Redo features in MS-

Word ? (7N
OR

Explain advantages of find and replace feature of Word Processor while

working as Personal Secretary in an office. B )

How are document templates used in MS-Word ? (7
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(a)

What is the significance of electronic spreadsheets ? How do chart assist as
-a management tool in MS-Excel ? (8)
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What is a cell and how is it referred ? Distinguish between moving and
copying cells. N
| OR

What are the different views in which you can view a presentation in Power
Point ? (8)

What is Net Etiquette ? Enumerate the rules of net etiquette to be followed
by internet user. (7
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5. Write notes on any three of the following : (3%5)

(i) Google

(i) Webmail

(iii) Clip Art

(iv) Header and Footer

(v) Output
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