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: (i)    .          .     

All questions are compulsory. The marks allowed for each question are given beside the 

question. 
(ii)      પર  ,  , AI    . 
Write your name, enrolment numbers, AI name, and subject on the top of the first page of 

the answer sheet. 

 1.     : 
Answer any one of the following: 

(a)      પર  ,  ,     AI  

   

Write your name, enrolment numbers, AI name, and subject on the top of the 
first page of the answer sheet. 
(b)      .     

     . 

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

protecting the document as Read Only Document. 

   2.     : 

   Answer any one of the following: 



         (a)         . 

           List the various steps to search for a file or folder. 

 (b)        . 

 List the steps to delete a worksheet from your workbook. 

3.     : 

 Answer any one of the following: 
(a)     . 

(i)  
(ii)  
(iii)   

(iv)  
Write the keyboard shortcut keys of the following.  
(i) Replace� 
(ii) Print 
(iii) Undo 
(iv) Save 
(b)       . 

Write the steps to delete a file from your computer. 

4.   એક  લગભગ 100-150   . 

Answer any one of the following questions in about 100-150 words. 
(a)એમએસ     . 

write four important features of MS Word. 



(b)  “ ”           . 
    . 

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

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

(a)     
(i)  પર    
(ii)     

Write the steps for the following 
(i) To apply border to a page 
(ii) To apply paragraph spacing 

  

        (b)       

        Write the steps to create a nested list 

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

(a)      :   

 



 

(i)       . 

(ii)    ? 

               (iii)      "124" 

The table shows part of a spreadsheet file: 

 

(i) Name the cell which has numeric data. 

                  (ii) How many rows are there in spreadsheet? 

(ii) Give cell reference of cell which contains 

 

            (b)       . 

                      

           આ       . 

       Following is the year wise result of a class:  

 



  Write steps to create a bar graph of thisdata. graph 

 
 

         Write steps to create a bar graph of this data. 


