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Instruction :

ENGLISH VERSION

1 Answer in brief :

@)
(ii)
(iii)
iv)
W)
(vi)

(vi1)

What is Hard Ware ?

What 1s Inpact Printer ?

What 1s RAM ?

State the components of Desk Top.
State the use of Scan Disc.

When do you give ‘Page Break’ ?
What is spacing ?

(viii) What 1s Macro ?

(ix)
(x)
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What is Range ?
Explain ‘Gread Line’.

State the characteristics of computer.
State the uses of computer.
What is Byte ?

OR

Explain Mini Computer.
Explain the types of printer.
State the use of computer in Education.

Explain System Software.
Explain the options of ‘Start Menu'.

OR

State the functions of operating system.
Explain Control Panel.
State the types of O.S.

How i1s Word Processor better than Typewriter ?

Explain Find and Replace.
Differentiate between Save and Save as.
State the short cut key of cut and paste.

OR

How could you open the save document in word ?

Explain Bullet and Numbering in word.
State the options of Table Menu in word.
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As per the instruction No. 1 of page No. 1.
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5 (a)
(b)
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Explain the correction of mistakes in work sheet.
Differentiate between formula and function.
Explain “Linged’ and “Goal seek’.

OR

Explain Workbook, worksheet, Range and Cell in
Excel.

State the uses of Excel.

State the types of chart and use of line chart.

6 Answer any three :

(a)
(b)
()
(d)
(e)
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Explain the process of copy and paste in word.
Explain Mail-Merge in word.

Explain Date and Time functions in Excel.
What is sorting ? Explain its use.

Explain chart wizard.
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