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olltl: (i) el Rl s[RI &, €25 W&l W@ Ul 912 W&ol oLyt BlUCU ML el &,
All questions are compulsory. The marks allowed for each question are given beside the
question.

(ii)¥UoL URSall UM Yusall 2lAU UR 1R alti, «lluRll dol2, Al dltd wal [@ANaA Q.
Write your name, enrolment numbers, Al name, and subject on the top of the first page of

the answer sheet.
1o{lAetiall s\SueL W sell o alel AL
Answer any one of the following:
(a)% Lol URSell RAM Udsell 21U UR dHR oA, llugl ez, Al old
sl (Ana @l

Write your name, enrolment numbers, Al hame, and subject on the top of the
first page of the answer sheet.

(b)et[dRA cA5dbld AAdY 22 olotiell B. excldAwal 5 AUl s
a3 yRald sal el watdRAl @,

Nidhi has created a personal balance sheet. Write down the steps for

protecting the document as Read Only Document.

2 (LAl slueL Asell oscol ML

Answer any one of the following:



(a) SLBE AUl $lesR Al didell aldd wotrllel YR oletial.
List the various steps to search for a file or folder.

(b) Ml aRsosuil arslle sl armaietl watcie(l gl .

List the steps to delete a worksheet from your workbook.

3. o{lAsti2ll slSueL Wsell el ML
Answer any one of the following:
(a)ellAe{l Slotlrs 20R2s2 sl Aul
(i) el
(ii) w2t
(i) yddd 521
(iv) 1A
Write the keyboard shortcut keys of the following.
(i) Replacel
(ii) Print
(iii) Undo
(iv) Save
(b) ARl sl $16A 51L&l etvelletl UWILARA AW,

Write the steps to delete a file from your computer.

4. ol S1EURL A5 L2#el AOLELOL 100-150 AGEWML % cllol AL
Answer any one of the following questions in about 100-150 words.
(a)AHAR dRsell UR HGcetoll a@isdrdl cwl

write four important features of MS Word.



(b)ERA QW atiell $18ct olettell Aol A A dof olld UEAUL HA B.

$LOCo] ol GLEAAletl WILAL AW,

Ria created a file named “Ria”and now she wants to rename it. Write steps

torename the file.

5. (LAYl S1UBL Vs LAl AILEOL 100-150 ACEWHL Ll UL,

Answer any one of the following questions in about 100-150 words.

(a)o{lUstl Mol WILARA AWl

(i) Y5 UR llRsR ELd] sRell

(i) $5Uof AR AL] $c}

Write the steps for the following

(i) To apply border to a page

(ii) To apply paragraph spacing

(b)aRS ALEL oletletell HIZell UILARL AWl

Write the steps to create a nested list

6.o(lA UL WRILseHil sleuel As LRISse dAR 52

Prepare any one Project out of the following projects given below:

(a) slwes adsae stvcell ol oldld B:

A

B

c

1 Tuck Shop

2 Item Cost price Selling price Profit per MNumber in
item stock

3 Mars Bai .40 45 | 0.05 176

4 Twix .38 .44 | .08 136

5 MEMs 085 078 | 013 124

& | Bounty 0.42 0.51 | .00 45




(i) 518 oLt AU FHL A5 s 181 ws(l Sl
(ii) dsglleHidecll us RN B2

(jif) S\ttotl ST A E QEL AL BHL "124"

The table shows part of a spreadsheet file:

(i)

A B c D E
1 Tuck Shop
2 Item Coslt price Selling price Profit per Number in
itemn stock

3 Mars Bai .40 0.45 (.05 178

4 Twix Q.38 a4 (.08 135

5 MEMz Q.68 078 313 124

& | Boury 0.42 0,51 | 0.09 45

Name the cell which has numeric data.

(ii) How many rows are there in spreadsheet?
Give cell reference of cell which contains

(ii)

(b)cldle] cl] Yasoio] uRRUM A Yoo &,

A B C

1 Percentage of

2 |Year students passing
3

4 2001 89.4
5 12002 92.3
6 |2003 94.6
7

L Seloll (1R RLE tlotleiall 2ol UILERAL el

Following is the year wise result of a class:

A B C
1 Percentage of
2 [Year students passing
3
a4 |ann4 a0 A




Write steps to create a bar graph of thisdata. graph

Write steps to create a bar graph of this data.



