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Instructions :

1. The Question Paper is divided in five Units. Each unit carries an internal
choice.

2. Attempt one question from each Unit. Thus attempt five questions in all.

3. All questions carry equal marks.

4. Assume suitable data wherever necessary.

5. English version should be deemed to be correct in case of any anomaly in
translation.

6. Candidate should write his/her Roll Number at the prescribed space on the

question paper.
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g@E I (Unit I)
Windows 8.1 3fqfen fagen & aR # dfowdrk TH=msd | 8

Explain in detail about Windows 8.1 operating system.

Virus 1 & ? B 310 HFR HI I°RG ¥ Y o9 Thd © ? TIHEI I8

What is Virus ? How can we protect our computer against virus ?
Agar (Or)
Computer & TWHHYE Hl &F HY g Fhd T 2 THII | 8
Explain how can we enhance the Performance of a Computer.
e w owfaa feoof fafew - 8
Write short notes on :
@) Recycle bin
(i1) Windows media player.
g3 II (Unit II)
MS Office & Taf\= Versions &I HHMEA | 8

Explain the various versions of MS Office.

39d H Text enter TIET edit = &1 fafy guzmsa | 8
Explain technique for entering and editing text in a table.
AAAT (Or)

e W odfee foooft fafew . 8
Write short notes on :

(@) Borders and Shading

(i1) Line spacing.

MS Word % features %l HHIEY | 8
Write the features of MS Word.

2



s III (Unit II)

5. (@ = #=1 d989 # wwemed 8
Explain the following in brief :
(@) Thesaurus
(i1) Mail merge.
b) Automatic table of contents %% Create & T ? 8

How can we create automatic table of contents ?

JAgdr (Or)

6. (@) MS Word # Aal TSl gfaem ¥ 79 M IUd & 7 THH FA1 ST T 2 8

What do you mean by MS Word mail merge facility ? What is its utility ?

® T T S & fH wed g 8
Explain the following features of MS Word :
(@) Margins in document

(i1) Column and section breaks.
g&E IV (Unit IV)

7. (@) TH TH THA & e a0 e ®Ed @& g 2 8

What are the basics and main features of MS Excel ?

(b)  Worksheet &1 Create H¥d i Gfhar THTSH | 8

Explain the process to create Worksheet.
FqAT (Or)
8. (@) dThgH T THve e &0 & fafva e ausmEd | 8

Explain the various options for printing workbook and worksheets.
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(b)

(a)

(b)

= =1 gmEEd 8
Explain the following :
@) Cell formatting

(i1) Column freezing.

THE V (Unit V)

TH. TH. TR s &l §Hed gL SHh SUAN SFasd | 8
Explain MS Power Point and also mention its uses.

fpdt USevH H Wikew, 9, WA I TI W R fFg YR Sie S
g 7 8

How to add graphics, shapes, screen shots and smart art in a presentation ?

JAgdr (Or)

= =1 gy 8

Write notes on :
(2) Slide Master

(i7) Notes Master.

MS Power point g1 RS M & W U | 8

Explain the steps for creating Slide in MS Powerpoint ?



