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SECTION A 10x2=20

Note :— (i) Answer ALL questions.

(1)  Each question carries TWO marks.

1. What is a computer ?

2 What is meant by Defragmentation ?

3. What is the use of printer ?

4. Write the shorteut keys of cut, copy and paste.
5. How to save a document in MS-Word ?

6. Write four statistical functions in MS-Excel.

7. Define Chart.

8. How to insert a picture in slide ?

9. Define the term Internet.

10. Expand WWW and HTTP.

SECTION B 5x6=30

Note :— () Answer ANY FIVE questions.

(i) Each question carries SIX marks.
11. Explain the functions of components of computer system.
12. Describe installing a Modem using Control Panel.
13. Write the procedure to change the system Date and Time.
14. Write the procedure to create a Table in MS-Word.
15. Explain about Mail-Merge.
16. Explain the operators used in MS-Excel.
17. Write the procedure to create and open a presentation.

18. Explain the creation of user account or E-mail-id in the Internet.
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