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fiBibxhlk ¢+kf zkbkake{ Ekhe ikkk rordA Yakakk rdp W{Odk?
xf LKA +3k?
(1) {{he (Memory)
(2) r«lxh (Printer)
fisibxhikk sEk SEk tkokfk Wikbkek rop xF{k sykak?
ylkak
figbxh yx+ p? skk sEk fidlbxhlk «fihk rdp LKA +3k?
nkzoh ik Wkvxdh Saflkk ikvkaik +¥k?
xF LKA +3k?
(1) MNfLkh (Scanner)
(2) fe-ckiz (Keyboard)

Le[ Ehpkd+ rdp i\KkVkdik +¥4?

(1) Gul (sevF+ bTh ELxhVIK)

(2) cul (fhfxh bTh ELxhVIK)

‘WE+ ylk “VKizh' rdp LKA +%k?

‘ViVik yik{plk yx= p? ik{k Wikpkok{k =okikk SEk SEk MkiLkk rdp <¥ik?
ylkak

yhikhixak dkix{ p A? fieibxh{k Wikpkak{k +okik SEe sEe ykikhixak rikix{

rop W{Oak?

‘TIKEF+ rcklk (Recycle Bin) rdp LKA +%ik?

yiVIk yixk{pLkk Wikbkak{k ~okike SEe sEe niix{ rdp roskikdkh Ik{Odk?

MSWord {k ‘Find & Replace’ Optionltk Wikbkak rdp +¥?

e[ sykd+ ¥hk/%kxk sykok.

(1) Ozlke VKE+Lk Extension Lk{ .TXT nkb A.

(2) ok GFLikLk Wkhdkak ms-word {k kE pf A.

MS-Word {k ykdikk CHANGE CASE Option rdp Wk{oOdk?
y Uk
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3.(y) oz{k yidik ‘{E+ {s’ rdp WEknhy Wknik M{OSk?
(k)  k+e sobk Ahk :
(1) ozlke VKE+ o fhok {kx (o) Lk Wikbkek (kb A.
(2) oz{k yikhilke WKET SAkhdk __ (fe)lkk Wikbkek (kb A.
(F) Ue[ Epkd+ rdp xF LA +3 :
(1) {¢k (Macro) (2) oz{k ykoikk x=ckkh

4. (y) 0z{k ykoikk Format Menu Lk [kh Option rop Wk{Ok?
() {¢k (Macro) yx+ p? MSWord {k {¢k cklikddk (Create) {kx ylk {¢k (Run) Fhok
rop Wk{Oak?
(F) MSExcel Lk pYykikikk Neelk Ekhe ikikk sEk SEk Yakakk rdp M OBK.
ylkak
4. (y) MSWord {k ykdilk Table Menu Lk gk{ ik [kh rop +%&k?
(ck) ‘News Paper Column’ Oz{k ck.kddk rdp roekikokh +3k?
(F)  Lke[LiLie OPKTPK yKK? (Excel Lkk MKEY4{K)
(1) W= (Celles)
(2) oOffex (Worksheet)
(3) ofckf (Workbook)

5. (y) ¥k sebk Mhk -

(1) Exced fk — hk (Row) ylk — f={ (Column) nkp A.
(2) Excel Lk VKE+Lk yikxlplk — nkp A.
() Exce {k — Viplkle {EEl Wlke {kxe #F{ik {o A.

() Le[ syid= VEpLl I{O80
@) SUM( ) (i) INT() (i) ROUND( ) (iv) RAND( )

(F) Exce {k yidik S stk «fihlik kv (Graph) b xF{k M{Od

ylkak
5. (y) Ue[Uk oAk %hk A £ %x ik syioR

(1) AVG() VFplle {EEle lihhip pkle pfib A.
) el Ue i {ik Iihak Lo (Edit Faok) F3 key Lic Wikbkgk (o A.
(3) Excel {k 3fpexlk Lk{ ciE=e pfidk L.

() Excel {k Autofill (yixkrv=) Lie Wikbleakilk rop +%k?

() Excd {l Daa (2x) L Sort Thdk {ix rdakidkh figkak SYId
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Draw ablock diagram of computer and explain its various parts.
Write short noteson thefollowing :

() Memory
(i) Printer
Write different uses of computersin variousfidds. (In short)

OR
What isa Computer ? Explain different types of computersin detall.
Write difference between hardware and software.
Write short noteson thefollowing :
()  Scanner
() Keyboard

Write difference of thefollowing :

(1)) GUI (Graphica User Interface)
(2) CUI (Character User Interface)
Write about ‘File' & ‘Folder’.

[Total Marks :

What is Office Automation ? Explain various components used in Office Automation.

OR

Wheat isan Operating System ? Write about different types of operating systemsin detail.

Writeanote on ‘Recycle Bin'.
Explain various systems used for Office Automation.

What isthe use of ‘Find & Replace’ in MS-Word ?

Sateif the following statementsare True or False ?

1. Extensgonnameof dl Wordfileis. TXT

2. Sumof two vauesispossblein MS-Word.

Explain about CHANGE CA SE option in MS-Word.
OR
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(B)
(©

Explain ‘Mail Merge with appropriate example.

Fll intheblanks:
1. TosavethefileinMSWord________ Kkeyisused.
2. Toincreasefont-szeinMSWord__________key isused.

Write notes on any one of thefollowing :
1. Macro 2. Toolbar in MS-Word

Explain any four options of Format menu?

What is Macro? How to create and run amacro in MS-Word?

Draw Starting Screen of MS-Excd & explainits various parts.
OR

Explain any four options of Table Menu.

What is‘ News Paper Column’ ? How to create it? Explain.

Explainthefallowingin Excd :

@) Cdls

@)  Worksheet

@)  Workbook.

Fill intheblanks:
1. InExcd,thereare___________ no. of rowsand

of columns.
2. Extensonnameof any Excd fileis__________.
3. InExcd,________ functionisusedtofind the highest vaue.
Explain thefollowing functionsin short :
) SUM() @ INT()
(i) ROUND() (iv) RAND()
Explain varioud/different types of graphsin excd.

OR

Sateif thefollowing satementsare Ture or False:

(i) AVG() functionisused tofind average.

(i) F3keyisusedto edit thecel.

(@) Itisnot possible to change the worksheet name.
Write about Autofill featurein Excdl.

Explain about Sorting of datain Excdl.
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