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SECTION  A

Q1.
Fill in the blanks with correct answer .




[0.5 X10=5]
a. ____________ consists of the input devices attached to the computer system .

b. ____________ is like the heart of computer .

c. ____________ scanner works like a photocopier .
d. Output produced on paper, which is permanent and can be referred to at any time ____
e. ____________ provides access to all system files and folders in the computer .
f. ____________ acts as an interface between User and the Computer System .
g. A ___________ is used to separate the base file name from the extension .
h. A file cannot have more than _______ characters .
i. To insert footnotes , select ____________ ( Footnote/Endnote .

j. 1 Zeta byte is equal to ____________ Giga byte
Q2. 
Match the following :







[0.5X10=5]
a. Margin


1. Placement of text going past the right margin to the next line

b. Indent


2. The distance between text boundaries and page margins.

c. Text alignment
3. Preset column position of text

d. Word wrap

4. Total height of line including space above or below it .
e. Tab stop

5. The distance between the text and the paper edge
f. Clipboard

6. The general arrangement of text in the document
g. Line spacing

7. A temporary storage area, used generally for cut/copied text or 

    graphics .
h. Formatting

8. The text layout within a paragraph with respect to document 

    margins .
i. Word processor
9. Length-wise printing / width-wise printing
j. Page Orientation 
10. Processes textual matter
Q3. Answer the following questions :-






[1X16=16]

a. Tapas Goel is a Computer professional and has started writing a book on his own “Experiences on computer”. He does not have a good command in English language and cannot afford to hire an editor for the book, which two features of Word processor he should use for basic language correction .
b. A telecom company wants to prepare bills of all the customers . Which software can be used by the company to prepare the bills ?
c. What is bullet ?
d. Give two examples of convergence service .
e. Microphone , Speaker , sound card

f. What do you mean by orientation  ? How many types of orientation are supported by word processor ?
g. Reena wants to give her audience a paper copy of her presentation . What should she create and print ?
h. What is Software ?
i. A floppy disk has a storage capacity of 1.44 MB . What is the approximately in bytes and Giga bytes ?
j. How are shortcuts created ?
k. What is Back-up Utility ? 
l. Why OS is necessary for a computer system ? 
m. Identify and Name the following Operating System .
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n. What is Clipart ?
o. How do you merge or combine cells in a table ?
p. Nilesh Aiyr is interested in storing his salary details and he also wants to perform some calculations and analysis . Which office application, will you suggest Nilesh to use for this purpose ?
Q4. Answer the following questions :






[2X8=16]

a. Differentiate between Compiler and Interpreter .( Two points from each)
b. Sweta wants to change the setting of  her page for Science project with following options: Top Margin = 1.5” , Orientation=Portrait , Size= legal
Write the steps to do the above .
c. What are the functions of the following options under Find & Replace dialog box ?
· Match case

· Use Wildcard

d. Lipsa wants to create a list of her friends for her Birthday Invitation . Suggest the steps to write all the names in following list  : 

i) Madhav

ii) Rohit

iii) Neeta

iv) Shreya

e. [image: image7.png]


What are the different sub-options present under “Rotate or Flip” option when you click on DRAW button on the drawing toolbar .
f. Sushil wants to design his name in following Word Art shape . 
Suggest the steps to do it.

g. Write the shortcut to :
1. Move insertion point to the end of the document

2. Move entire paragraph down in a document .

3. To select a Word

4. To select a paragraph

h. Differentiate between Copy and Cut option .
Q5. Answer the following questions :






[5X4=20]

a. What are the Basic applications of Computers (any five) ? Explain them . 
b. [image: image8.png]


Identify & Explain the following input / Output devices .
c. What are the various categories of Software ? Explain them .
d. Choose Header and Footer option from the View Menu .
Various options are – Insert auto text , Insert page number , Insert Number of pages , page setup , Insert time , Insert date etc. Also explain each term .

Q6. Answer the following questions :






[10X1=10]

a. Rajesh wants to design the following cover page of Class X Computer Book . 
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Identify any 10 features and also explain which 

should be used to design the Cover page.
SECTION  B
Q7. Select the appropriate answer from the option given below :


[1X18=18]
a. ______ case converts every characters of every word of selected sentence to capital .
i) Sentence




iii) Upper

ii) Toggle





iv) Title

b. Alignment buttons are available on the ____________ toolbar .
i) Standard 




iii) Status bar

ii) Formatting 




iv) Standard

c. Anuj is typing his science project on “ Sustainable Development” using Word Processing Software. He wants to add the phrase “Sustainable Development” at the top of each page . Which option he should use ?
i) Footer





iii) Header

ii) Water mark




iv) Bullets

d. Which of the following actions can be performed using the page setup option of a word processor tool ?
i) Margins




iii) Page orientation

ii) Paper size




iv) All the above
e. Which computer memory is used for storing programs and data currently being processed by the CPU ?
i) Mass memory



iii) Internal memory

ii) Non-volatile memory


iv) PROM

f. What is the keyboard shortcut for creating a chart from the selected cells ?
i) F3





iii) F5


ii) F7





iv) F11
g. Which of the following requires large computer memory ?
i) Imaging




iii) Graphics

ii) Voice





iv) All the above

h. Identify the device shown in the figure :
i) [image: image10.png]


Pen Drive




iii) Modem

ii) Ethernet cable



iv) MICR

i. Suppose you have bought all hardware components required for assembling a computer . After assembling the computer system, which will be the first software to be installed ?
i) Hardware driver



iii) Antivirus Software

ii) Operating system



iv) Word processing Software

j. Which option would you use to display the digit 2 in the formula H2O ?
i) Lowered




iii) Superscript

ii) Subscript




iv) Laid down

k. If we type in search box A?Z.D* then out of the following search will find out :
ABC.DOC , AAZ.PPT , ABZ.DDT , ABB.DOOC

i) All





iii) ABC.DOC
ii) Only ABZ.DDT



iv) None of these 
l. Name the device which converts picture on a paper to an electronic image in computer ?
i) Printer





iii) Ultra mouse

ii) Photo relay




iv) Scanner
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Which of the following is not a storage device ?
i) 





iii)
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ii) 





iv) 

n. The Output quality of a printer is measured by :
i) Dot per inch




iii) Dots per Cm.

ii) Dots printed per unit time


iv) All the above

o. Which of the following language makes use of mnemonics to interact  with computer system ?
i) Machine language



iii) High level language

ii) Assembly language



iv) Java

p. Which type of software  is designed to perform specific personal , business or scientific processing tasks ?
i) System




iii) Application

ii) GUI





iv) Complier 

q. The shortcut used to delete a file permanently without throwing to Recycle bin .
i) Shift + Del




iii) Alt + Del
ii) Ctrl + Del




iv) Alt + Ctrl + Del

r. Which extension is given to word document 2007 by default ?
i) doc





iii) odt

ii) docx





iv) txt
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