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 –   
Section – A 

 

 1  4        

 Fill in the blanks 1 to 4. 

1.        ________  ________       1 

Autosum automatically selects the value around the cells either ______ or ______. 

 

2.    () ________   ________       1 

 Freeze Panes option is available under ______ group in ______ tab. 

 

3.       ________  ________     1 

 The two ways to schedule an appointment are ______ and ______. 

 

4. ________             1 

 ______ appointment can be used for scheduling repetitive task. 

 

5.         

 (a)    (b)    

 (c)    (d)   1 

 A new presentation can be created from : 

 (a) Blank presentation (b) From existing presentation 

 (c) From design template (d) All of the above 
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6.            

 (a)    (b)  () 

 (c)  ()  (d)     1 

 It contain same types of data : 

 (a) Table   (b) Column 

 (c) Row   (d) None of these   

 

 –   

Section – B 

7.              2 

 Write steps to add a movie clip in PowerPoint presentation. 

 

8.        ? 2 

 What do you mean by slide transition ? 

  

9.        ? 2 

 What do you understand by calender software ?  

 

10. ....  .....   ?     2 

 What does DBMS and RDBMS stand for ? Explain in short. 

 

11. -  -     ? 2  

 What do you mean by primary key and foreign key ?  
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 –   
Section – C 

12.     ?    “”  “”    3 

 What is conditional formatting ? Explain “sort” and “filter” feature available in 

spreadsheet. 

 

13.           ? 3 

 How to insert a chart in PowerPoint presentation ? 

 

14. “...”  “...”      ? 3 

 What do you mean by DDL and DML command ? 

 

 –   

Section – D 

15.               5 

 Explain any five types of charts available in spreadsheet.  

____________ 

 


