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   Subject Code

Total No. of Questions : 42 (Printed Pages : 16) Maximum Marks : 50

INSTRUCTIONS : (1) All questions are compulsory.

(2) There are four sections in the question paper (A, B, C & D).

(3) Section A contains 5 MCQs and 5 Match the pair questions

of 1 mark each.

(4) Section B contains 5 questions to draw the symbols and 5

questions to be answered in one word or phrase of 1 mark

each.

(5) Section C contains 10 questions which are to be answered

in one sentence of 1 mark each.

(6) Section D contains 12 questions out of which only 10 are to

be answered in two to four sentences each carry 2 marks.

(7) Figures to the right indicate marks allotted to each

question.

(8) Answers are to be written in the spaces provided below each

question on the question paper. No separate booklet will be

provided, but extra pages are provided at the end of the

question paper.
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SECTION A

Fill in the blanks by choosing the appropriate words from the choices : 5

1. The horizontal block of cells in Excel worksheet it termed as ...................... .

• Row

• Column

• Table

• Chart

Ans .......................................................................................................................................

2. In MS-Excel, the function that is used to multiply values from selected range

is ......................  .

• Average

• Product

• Sum

• Min

Ans .......................................................................................................................................

3. In MS-PowerPoint, the key to run the slide show is ............................  .

• F1

• F8

• F5

• F12

Ans .......................................................................................................................................
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4. In MS-Access, the smallest piece of meaningful information in a file is

called ......................  .

• Field

• Table

• Key

• Forms

Ans .......................................................................................................................................

5. Customer is purchasing goods from Flipkart is an example of ....................  .

• B2A model

• B2C model

• C2C model

• B2B model

Ans .......................................................................................................................................

Match the following and write the correct answer in the provided space : 5

6. Formula (a) extension of MS-PowerPoint

7. N10 (b) always begins with = sign

8. Title slide (c) large amount of text

9. .pptx (d) default layout

10. Memo (e) cell address
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6. Formula Ans ...........................................................................

7. N10 Ans ...........................................................................

8. Title slide Ans ...........................................................................

9. .pptx Ans ...........................................................................

10. Memo Ans ...........................................................................

SECTION B

Draw the symbol for the following. 5

11. AutoSum in MS-Excel

12. Table in MS-Excel

13. Bold in MS-PowerPoint.
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14. Copy in MS-PowerPoint.

15. Primary Key in MS-Access.

Answer the following in a word or a phrase. 5

16. Name the term used for pages in MS-Excel.

................................................................................................................................................

17. What is range in MS-Excel ?

................................................................................................................................................

18. Name any two options from ‘Font’ group of MS-PowerPoint.

................................................................................................................................................

19. Give any two key components used in relational database design.

................................................................................................................................................

20. Write the term used for buying and selling of goods and services online.

................................................................................................................................................
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SECTION C

Answer the following questions in one sentence each. 10

21. What is merge cell in MS-Excel ?

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

22. What is conditional formatting in MS-Excel ?

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

23. Write the use of cell handle in MS-Excel.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

24. What is Custom Animation in MS-PowerPoint ?

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................
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25. Mention any two options available under ‘illustrations’ group in

MS-PowerPoint.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

26. Write any two transition effects available in MS-PowerPoint.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

27. Write the full form of OLE.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

28. What is database in MS-Access ?

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

Marks
Pg. 8 & 9
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29. What is E-ticketing ?

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

30. Write any one disadvantage of online shopping.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

SECTION D

Answer any ten questions : 20

31. Explain any two alignments available in MS-Excel.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................
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32. Write the steps to delete column in MS-Excel.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

33. Write the steps to insert new worksheet in MS-Excel.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

34. State any four types of charts in MS-Excel.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

Marks
Pg. 10 & 11
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35. Explain any two slide views available in MS-PowerPoint.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

36. Write the procedure to insert ClipArt in MS-PowerPoint.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

37. Write the steps to save a PowerPoint presentation.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................
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38. Write the steps to print PowerPoint presentation.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

39. Write the difference between Queries and Reports in MS-Access.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

40. Give the steps to create Form in MS-Access.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................
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41. Write any four advantages of E-banking.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

42. Explain any two features of E-Commerce.

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................
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................................................................................................................................................

................................................................................................................................................
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