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No supplementary answer-book will be given to any candidate. The candidates should write the answers precisely in the

main answer-book only.
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Answers to short answer-type questions must be given in sequential order. Similarly, all the parts of one question of

descriptive part should be answered at one place in the answer-book.
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Write your roll number on the question paper before start writing answers of questions.
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Question paper consists of two parts A and B.
UeT U W T 9T A 3R 9 B
PART-A:20Marks A1T—31: 20 AH

Part A is compulsory having 10 very short answer-type questions (with a limit of 20 words) of two marks each. The first

question is based on knowledge, understanding, and applications of the topics/texts covered in the syllabus.
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PART-B: 80 Marks ATT—4: 80 &

Part B of the question paper is divided into four units comprising question numbers 2-5. There i1s one descnptive

question from each unit with internal choice. Each question will carry 20 marks.
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PART - A
Write short answer to the following-
\-(j) What is Utility Software?
(b) What is Unicode?
(c) What is Opfical Disk?
/(d) What is Mail Merge in MS Word?
(¢) Write full form of URL and ISP.
() What are the different data types in Excel?
(5 How to create presentation in Power Point?
(9 Define Hexadecimal.
() Whatis cell referencing in MS Excel?
/G) What is Putput Devices?

PART-B

UNIT -1

2. Explain the process of Creating, Saving and Opening documents in MS Word.

OR

Explain working with multiple worksheets, databases and Macros in Excel.

3. Discuss adding graphics, multimedia and special effects to enhance a Presentation.

OR

Explain master slides and applying /modifying designs in Power Point.

4. Explain the characteristics of computers, evolution, generations, and classification of computers.

OR

Describe the editing, previewing, printing and formatting features of MS Word.
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S. Shortnotes on:-
(1) Sorting and Indexing database.

(i) Features of Internet.

(iti) Block diagram of computer and role of each block.

OR

Explain formatting, previewing and printing worksheets in MS Excel.
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