
Q.3 Write down the shortcut to view a slide show.

Q.6 Define Internet.

Q.2 Define a slide.

Q.1 Write the shortcut to save a file in MS office.

Q.7 What do you mean by text formatting.

SECTION-A

Note: Objective type questions. All questions are 

compulsory  (10x1=10)

Q.4 Inserting characters, words and lines in already 

typed text is called as ____________________ 

(Editing/Formatting).

Q.5 Which menu is used to find and replace a word.
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Q.28 Explain the steps and commands for the 

following in a MS Excel:-

SECTION-D 

Note: Long answer type questions. Attempt any two 

questions out of three questions. 2x8=16

Q.26 How formulas are created in MS Excel. Discuss 

the basic formulas available in MS Excel.

Q.27 Write a short note on E-mail. Discuss the 

advantages and disadvantages of e-mail.

 a) Creating a worksheet

 b) Save a worksheet

 c) Open an existing worksheet

 d) Printing a worksheet

 e) Moving data in a worksheet.
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Note: Short answer type questions. Attempt any six 

questions out of eight questions.            6x4=24

Q.18 Write the steps to open a document in word.

Q.21 Write down the steps to insert a picture on a 

slide.

Q.22 Discuss in brief the different methods of moving 

text.

Q.23 What is the significance of Headers and 

Footers. How will you apply header and footer 

to your document.

Q.24 Write any four advantages of internet in day to 

day life.

Q.20 Write a short note on MS power point.

Q.19 Write a short note on creating word art in MS 

Power point.

Q.25 Write down the steps of creating e-mail account.

SECTION-C 

(3)181218

Q.12 How will you set margins in MS Word.

Q.13 Write down the difference between save and 

save as command.

Q.9 Write short cut command to bold text in a 

document.

Q.8 Define line spacing.

Note: Very short answer type questions. Attempt any 

five questions out of seven questions.    5x2=10

Q.11 What is the purpose of print preview in MS Word.

Q.10 What are graphics.

SECTION-B 

Q.16 Discuss the different printing options in MS 

Word.

Q.17 What do you mean by search engine.

Q.15 Name various elements of a presentation.

Q.14 What do you mean by Header.
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