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NOTE: Q.1 is compulsory, attempt any four questions from the remaining. All questions carry equal marks. Phone and other electronic gadgets are not allowed.

Q:1. 
Define the following terms 

i. Output devices

ii. Storage device 

iii. Input devices

iv. macros

v. Worksheet components

vi. Cell Merging 

vii. Taskbar

Q:2.
What is computer? Explain the impact of computers in education and industries.

Q:3.
What is the importance of Microsoft office? Briefly explain the purpose of MS word, MS Excel and MS PowerPoint.


Q:4.
(a)  What is a workbook and worksheet?

(b)  How would you perform the following in MS PowerPoint?

i. Layout and background selection for slides. 

ii. Slide sorter

Q:5.
 Define the following terms:

i. Spreadsheets 

ii. Charts 

iii. Types of charts 

iv. Format Menu

Q:6.
How would you perform the following in MS Excel? 

i. Enter formulae and functions

ii. Create, resize and delete a chart

iii. Draw different types of charts 

iv. Delete rows and columns

Q:7. 
Write short note on the following:







a) Use of Computer in Offices

b) Computer system and its peripherals
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