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1. There are total4 Questions given in flris paper.
2. Ali the,answer shoukl be written in the answer book"
3. Marks 

-b.n lhe right sicre suggest the totat marks of that question.
4. Draw tHe figure where necessary.

Q.1. Multiple Choice Questions: CMCeg

1. What is the purpose of the 66sort" feature in Excel?

a) Delete duplicate data

b) Apply color formatring

c) Organize data in ascending or descending order

d) Inserthyperlinks

2. What is the purposc of the..Slide M4s-ter', in powerpoint?

a) To add transitions between slides

b) To create custom animations

c) To design and control slide layouts j

d) To manage speaker notes

3. what is the purpose of the sricle show view in Microsoft powerpoint?

a) Merge cells

b) Insert multirnedia files

c) Edit text content

d) Present slides in full-screen mode for an audience

4. which of these formats can you save a powerpoint presentation as?

a) .ppb(

b) .pdf

c) jpe

d) All ofthe menrioned

(05x1=05)
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5. Which thb in PorverPoint allows you to insert shapes?

a) View

b) Home

c) Insert

d) Design -,;
Q. 2. Short anstoets.(S out of 7) (Answer not exceeding 50 rvords) (5 x 2 = 10)

a. What is the difference between function andformula in Excel?

b. What isthe use of chart in Excel?

c. What is the use of Mail merge in Microsoft Office Word?

A. What is the LAN? What are the uses of a LAN?

e. What is the MAN? What are the uses of a MAN?

f. Whit is the WAN? What are th6 uses of a WAN?

g. WhatEre the characteristics of a computer?

Q. 3. Short Nq.tes (3 out of 4) (Answer not exceeding 150 words) (3 x 5: 15)
f.i

a. What isStorage Device? Give four examples ofstorage devices. 
,

tt

b. What is ari inFut device? Give two examples of input devices.

c. What is an Output device? Give two examples of Output devices.

d. What is Microsoft PowerPoint, and what is it used for?

Q. 4. Essay (1 out of 2) ** 
(1 x 10: 10)

^. What is Operating System? Types of Operating System.

b. What is Word? Explain use of Word. '
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