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Note:

All questions are compulsory. The marks allowed for each question are given
beside the question.

(i) I IRAHT & TIH ¥ T J9% 6l AL ATAT A7,  ATHHATS AT hex H ATH
A7 faog =qw oreat # forfem)
Write your name, enrolment numbers, Al name, and subject on the top of the
first page of the answer sheet.

Fafafae & 9 &9 o w1 w1 s afsm 2

Answer any one of the following:

a)  TH T gL F T uw TAfe aRTHAT FTE 99T § 3T 39 "SURBHIY AT AT B
ST TH U 37T FIeeT "BIRTHDAY" 3 3diid T@T 2| 31 98 g & forw off z=ft avg #7
FTE ATET & (ATAT T T20) | HTEA "SURBHI™ Y T ST aWT 3 =0t A vt
T ZH "RAHUL" 919 9ifSm)

(U5 2 3

Ramesh has created one birthday wishes card for Surbhi and named it “SURBHI”
and kept this under another folder “BIRTHDAY”. Now he also want to have
similar card for Rahul(Content will remain same). Write down the steps to make a
copy of the file “Surbhi” and name it “Rahul”. (See Lesson 2)

b) I T UF g FEA a9E § AT IH UH F9eL T "National Heritage" ATH
o & 5 S are-gga ot |1 3 g1 = Ew w2 AWl IErae 6 ' H
T T o A0 & forfau? (975 3 )
Sudhir has created a word file and named it “National Heritage” on a computer
which is also shared by his siblings. Write down the steps for protecting the
document as Read Only Document? (See Lesson 3)

e § & Rl u& 7 &1 39X QI 2

Answer any one of the following

a) AU FFEAIT il TATUT A 6 [ATHT T 00 AT a0 (975 2 39)

List the various steps to install new software. (See Lesson 2)
b) AT FAETRT H T T% Fehsfiie SIS 6 A0 ol gHT aA10| (4T3 6 <)
List the steps to add a new worksheet to your workbook. (See Lesson 6)
et & & el o w7 w1 s A 2

Answer any one of the following:
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a) Al & fiere atéae Homat ot (T3 3 )
Write the keyboard shortcut keys of the following (See Lesson 3)
(i) U AT FEQTAS @IAT / Opening a new document
(i) =T q@taEd (e =) / Print Preview
(iii) RI¥e GeX aR] FAT / Apply Format Painter
(iv) ZuT &t e fora g (guefesee) / Superscript
by  {ETEES A RTEA G ATH FIA A0 R [ | (T 2 TH)
Write the steps to retrieve a file from “Recycle Bin™. (See Lesson 2)
4. Fuffea 9 9 Bt w1 7 3T AT 100-150 9sa1 | <iwg) 4
Answer any one of the following questions in about 100-150 words.
a)  T=efie FT FT-HT FOward ArTeh FT A ST a9 § STTehl FrIaTm wedl gl 398 o
%5 Y = AT (15 6 )
What features of spreadsheets helps you in making your task easier. List a few of
them. (See Lesson 6)
b) AT T “Ria” 9TH & UH RIEA dATE A1ohe SHAT TAT Al T IS | BISA HT TAT AT 6
=T T ferfem? (4T3 2 3H)
Ria created a file named “Ria” but is not able to locate it. Write steps to locate the
file? (See Lesson 2)
5. fraforfea ¥ & GhEt v w5 7 ST AR 100-150 9rsat § <GS 4

Answer any one of the following questions in about 100-150 words.

a)

b)

Fraferfaa & forg ==on &1 forfem) (A5 2 TH)
(i) S HIEA AT RS a4 & o0

(i) T T2 e A1 wieeT #7 e w4 F fow

Write the steps for the following: (See Lesson 2)

(i) To create a new file or folder

(i1)) To delete a new file or folder

TS TTFgHe H Maferfad & forg ==on 1 fofem) (T3 6 @)
i, FTeRT ST YTHE =T T ITANT HIAT
ii. e § U qax forad & fow

Write the steps for the following in the word document (See Lesson 4)

i.  Touse Spelling and Grammar checker

ii.  To write page number in footer
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6. A < T2 IRASHTRN § T S, Toh qRANSHET 3K HifSrm) 6

Prepare any one Project out of the following projects given below:

a)

b)

U T T@ A0 qqeiq 92 =il # siwst & om §iF qeg [uai § 36 wii
ST gu uE Seelie T@ar g1 J= UF it § S 39 Sesiie Fir uE e feardt 2

a. SH FHIAH HT ATH FqT0 o 9% w<efie &7 |ie ha7 737 81

b, T o ST A e #E

c. SEd UL ARE! T Sied & 9207 forfam (9T 6 TH)
A School head keeps a spreadsheet for student’s data on his laptop showing their

progress in three main subjects. Below is a table which shows a part of that
spreadsheet:

A B C D E F G H

1 | Second name | First name | Gender | English | Maths | Science| Average
2

3 | Allen Jeffrey M 72 71 52 65

4 | Bi Sabina F 53 80 53 62

5 | Johal Jatinder M 72 61 68 67

6 | Ke Wong Su F 54 81 78 71

7 | McDonald Calum M 59 67 63 63

8 | Mohammed Ali M 71 60 82 71

9 | O'Neill Michelle F 50 49 45 48

10 | Rowlands Jean F 89 91 96 92

11

a. Name the column which the spreadsheet has been sorted on.
b. Write the formula which is in cell ‘G4°.
c. Write steps to sort the data on Average. (See Lesson 6)

T Tl T AT TEAT TROTH 17 21 36 ==efie # e ST aut & 7R J&=qa
[ELEIE S (T 6 3@)
A school has just received the examination results. The results for last three years
are stored in this spreadsheet:

A B Cc

1 Percentage of

2 |Year students passing
3

4 2001 89.4
5 |2002 92.3
6 12003 94.6
7

TH AR T FTC ITF FF SHTAT SATAT g F0 hIfor)
Explain how to make a bar graph of this data.
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