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Instructions for Candidates

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

2. All questions are compulsory.

3. Answers should be brief and all parts of a question be answered together.

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. Fill up the blank : 5)

1) cell reference is used to copy a formula from one cell to another.

(ii)

is text that is printed at the bottom of every page.
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(111)

command is used to change the existing text with new text in
MS-Word.

(iv) ASCII stands for

v) is protocol for mail services.
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2. (a) What are the main components of CPU in a computer ? Briefly explain their
functions. . (5)

(b) What is paragraph alignment ? What are the different types of alignments ?

©)
OR

(a) Define the terms : Hardware, Software and Firmware. %)

(b) () Calculate Decimal Equivalent of the Binary number (1100101),.
(i) Calculate Binary Equivalent of the Decimal number (42),,. &)
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(a) What do you understand by a search engine and a Browser ? How are they

useful in the context of the internet ? .5

(b) What is Page Formatting in MS-Word ? What options are available in page
formatting ? (5)

OR

(a) How do you create a table in MS-Word ? Explain the purpose of split cell
and merge cell in a table with examples. )

(b) Write down the steps to create bullets in a document. )
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(a) What do you understand by a slide show ? Explain the procedure to copy

the slide from one presentation to another. (5)
(b) What is the difference between Line Chart and Pie-Chart ? %)
OR

(a) What are headers and footers ? What are the advantages of using them ?
Explain with examples. (5)
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(b) What do you mean by slide animations and slide transitions ? %)
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(a) Differentiate between worksheet and workbook in MS-Excel. (5)

(b) Write the difference between internet and in-tranet. (5)
OR

(a) Explain the functions: PMT and IPMT. (5)

(b) What do you mean by cell reference in MS-Excel ? What are the different
types of cell references ? - (5
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