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General Instructions:
· All questions are compulsory (Internal choice is given)
· Mention the question number properly.

· Write neatly.
SECTION A
Q1. Define the following terms (any 5):







 10 
a) Modem
           b) Worksheet
c) Silde Master
d) Chart sheet

e) Transition effects
f) Plagiarism

Q2.Answer the following questions in short (any 10)
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a) Why is networking needed?
b) How many rows and columns are there in OOoCalc worksheet?

c) What is a cell and how is it referred?

d) What is an embedded chart?

e) What are the different types of a chart in Calc?

f) Name some masters supported by Impress.

g) What is the use of slide sorter view in Impress?

h) What are the various components of a slide that can be used for reference purpose?

i) What do you understand by Handouts? How are they useful?
j) What is software piracy? What are its common forms?

k) What are intellectual property rights?

l) What is the default alignment of number and text in a spreadsheet?

Q3 (a) Answer the following questions in detail(any 5)
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i) Explain different types of networks?

ii) Explain any six components of a chart?

iii) Explain different types of cell references?

iv) Explain various views, in which you open presentation?

v) What is slide layout? Mention some slide layouts in Impress?
vi) Explain any six careers related to IT?

Q3 (b) Write the keyboard shortcuts for following tasks?




5 
i) To select current row completely in Calc

ii) To select current column completely in Calc

iii) To cut

iv) Select All

v) To paste

Q4. Application based questions 




12 
a) Proneeta has made a presentation for her new ad campaign. The content is ready but she does not have time to design backgrounds and decide on color schemes for the presentation. Name the feature which will help her to create a professional presentation without devoting much time. 
b) GirishRamanuj is interested in storing data of his monthly expenditure for a period of oneyear and also wants to perform some calculations and analysis. Which Office application will you suggest Girish should use for this purpose? 

c) Anahita wants to reorganize the slides in her presentation. Which view can she use to reorganize the slides?

d) I am responsible for managing and maintaining an organization’s Local Area Network.

a) DBA

b) Database Analyst

c) Hardware Engineer

d) Network Administrator
e) Rahul wants to compare groups of data, which chart type is most effective for this task.

f) Hasty Tasty Restaurant  is planning to connect all computers of their 10 outlets of a city spread over 100 kilometers of area. Which type of network (LAN, WAN, MAN) will be formed by connecting these computers?
Q5.   Write commands for the operation given below based upon the spreadsheet shown below: 10

	
	A
	B
	C
	D
	E
	F

	1
	NAME
	BASIC

(Monthly)(Rs.)
	HRA

(% of Basic)
	DA

(Rs)
	Bonus
	NET SALARY

	2
	Suresh
	5000
	10
	450
	600
	

	3
	Karishma
	5600
	13
	800
	600
	

	4
	Atul
	3500
	15
	900
	400
	

	5
	Harmeet
	4500
	15
	500
	500
	

	6
	Abhay
	6000
	20
	400
	700
	

	7
	Jyotsana
	7500
	12
	500
	700
	

	8
	Amit
	2500
	10
	300
	700
	

	9
	Total salary
	
	
	
	
	

	10
	No. of Emp
	
	
	
	
	


i) To calculate the net salary as sum of Basic, HRA and DA for each employee.


ii) To find the total salary of the employees display in cell F9.


iii) To count the number of employees and display in cell B10. 

Iv)The manager wants to insert a new column next to HRA for TA .How will he do it?

iv) To calculate TA as 10 % of Basic .Write the formula.
SECTION  - B
Q 6.
 Multiple Choice Questions.
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1) Rohit is making his Science Project Presentation on 'Sustainable Development' using apresentation software. He wants to add the phrase 'Sustainable Development' at the top ofeach page. Which option he should use:

a) Footerb) Header

c) Watermarkd) Bullets
2) The Principal of AksharVidya Primary School has employed Vijay Kumar to enter marks of all the students in each examination in a result processing software. What is the designation of Vijay Kumar.

a) Data Entry Operator 

b) Digital Content Manager 

c) Web Designer 

d) Programmer

3) A student wants to create a 'Digital Story Teller' on the famous storyline 'Rabbit & the Tortoise'. He has downloaded some images of Rabbit, Tortoise and forest. He wants to add background music, voice over and animation. Which one of the office tool he should use: 

a) Word Processing Software 

b) Presentation Software 

c) Spreadsheet Software 

d) Database Management System

4) The Autofill feature in a spreadsheet: 

a) Extends a sequential series of data 

b) Automatically adds a range of cell values 

c) Applies a border around the selected cells 

d) Fills the selected cells with a background color
5) How would you refer to the range starting from 1st column,1st row and spread till 6th column and 3rd row?
a) (E3:A1)


b) (A1:E3)
c) (16:A1)


d) (A1:F3)
6) Interactive combination of text, graphics, images, audio, video etc. is known as 

a) Data                       b) Information 

c) Multimedia d) Internet 
7)Modem stands for









a) Modulation-Demodulationb) Mod-Demod

c) Moderate-Demodarate


d) None of these
8) Transmission of computerized data from one location to another is called 

a) Data transferb)Data flow

c)Data communicationd)Data management

9)  I am pictorial representation of worksheet data. Who am I?



a) Flowchart                             b) Chart

c)Picture                                       d)Graphic

10) Which menu provides a command to change the layout of a slide?

a) View menu

b) Format menu

c) Slide-show menu

d) Edit menu

11) Professional looking visual aids are prepared with the help of software called

a) DBMS

b) Multimedia software

c) Graphics software
d) Presentation Graphics software

12) A set of pre-designed formats of text or color scheme is called

a) Slide
b) Presentation scheme
c) Template
d) Schema
13)  In __________ chart, only one data series can be plotted.
a) Column
b) Area
c) Pie

d) Row Chart

14) Scatter chart is also known as __________ chart.

a) Area
b) Column
c) XY
d) Bar

15) In OOoCalc formula starts with________________________
a) +

b) = sign
c) –d) *

16) The cell having bold boundry is the _________ cell.
a) Last

  b) Next

c) First


d) Active

17) Calc worksheets are given ___________ extension.

a) .odf

b) .ods

c) .odw

d).odp

18) Cell address $A$3 in a formula means it is a :

a) Mixed cell referenceb) Absolute cell referencec) Relative cell reference
d) None of the above
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