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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)

1. (@) HIBERNATE Y& <l OEAT hifed |

Explain the term HIBERNATE.

(b) foe Atfen f=g w1 ™ dFdEu]
Explain the function of Windows operating system.
Agar (Or)
2. (@ foSi # froua Adrg wEel @ S i
Explain executable files in Windows.
() ~ TAHYA WHEER FM T ?
What is Application Software ?
g II (Unit II)
3. (@ foS9 wdt § frfafed w1 @aEd -

Explain the following in Windows XP :
(@) Word Processing

(ii) WPS office.

(b) <TWESH H THfadl IR TR kel ¥ YRl FA oSIfMUE ¥ O?

What do you mean by shapes and smart art in documents ?

JUAar (Or)

4. (@) @€ SHgHe ¥ T IR WX H @I A T ?

What is the purpose of Header and Footer in word document ?

oo

()  Word document ® difcierl sAM & =0l fafed

Write the steps of creating table in word document.
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s III (Unit III)
TEEST H Hedle iR U W X #| § 7
What is the purpose of footnote and endnote in documents ?
72 =tepie § Ao TR @ W fafed
Write steps of inserting watermark in word document.

gar (Or)

TEES H BhARE o % Wl o fafed |
Write the steps of taking screenshot in documents.

TATY o€ H Ao US ki STIYRON ki GRWSG ifsd |

Define the concept of Mail Merge in MS Word.
g&E IV (Unit IV)

U THET @evie & g favvastt s uRefia st

Define the basic features of MS Excel spreadsheet.

T Thele o & = fafed |

Write the steps of creating a new worksheet.
gar (Or)

IJd A H G HE F AUHR F HAGS T 7

What do you mean by sorting cell data ?

MS Excel ¥ fafs= yr & w&ewor =i wRfa sifsd |

Define various types of formatting in MS Excel.
F&HE V (Unit V)

T UEfd wEe sHH & =)o fafed|

Write the steps of creating new presentation slide.
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(b)

(a)

(b)

TeUiEe H I TS AR 1 URWfva wifed |

Define the term slide master in PowerPoint.
Agar (Or)

AR WHUE i foRem@ist & aRwifia ifsd

Define the features of outlook express.

IReg® H A TAM & WO wl fared |

Write the steps of creating email in outlock.



