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l. -

) Inétructions for Candidates

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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(@) Fillin the following blanks with appropriate words : " (5)

€} R is a graphical device for moving vertical and horizontal
. through a document with a mouse.
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(ii) The language that the computer can understand and execute is called

......................

[£17) OO is represented by a computer icon and it contains

information regarding your computer system.

[£17) JECTOORTon is the location of a cell or group of cells on a worksheet,

indicated by column letter and row number.

(v) The ..o bar always reflects the formats of the selected text.

(b) State True (T) or False (F) giving reasons : (10)
(i) The ALU does not perform logiéél operations. ina compﬁter;

(1)) Ctrl+Ends move the last cell containing contents in the worksheet in

Excel.

(iii) If the file you are work on is a new file, save works the same as save

as.
(iv) Slide layout is used to create a new slide in power poini.

(v) Primary Memory is used to store large volumes of data files.
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2. (a) Why are computers used in every sphere of life these days ? List its
advantages. (8)

(b) List out some of the key functions performed by the system software of a

computer system ? - )

OR
(a) Discuss the various functions of an operating system ? (8)
(b) What is compiler ? Why is it required ? - N
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3. (a) What is the difference between a Web Page and a Website ? (8)

(b) What do you mean by E-mail ? How is it different from the postal mail
service ? (8)

OR

(a) What is meant by editing a document ? What are the differences between

editing and formatting a document ? : (8)

(b) Write the steps to create a new document using MS Word. How to quit from
MS Word ? (N
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4. (a) What are the arithmetic and comparison operators performed in MS-Excel 7
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(b) What is chart 7 Name any three types of charts available in MS-Excel ?

™)
OR

(a) How the Internet is useful while working as Secretary to an Office Manager

in the Business ? (8)

-(b) What do you mean by Cell Referencing ? What are the different types of

5.

Referencing ? )]
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Write notes on any three of the following :
(i} Search Engine

(i) Printer

(ui) Static RAM

(iv) Page break

(v) Web Browser (3x5)
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(i) wE e
(if) fiex
(iii) =R RAM
(iv) ¥ 3=

(v) ¥ TR
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