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Al Multiple Choice Questions [4X¥%=2]
1. acts as a dusthin for a computer.
(@) Computer (b) Recycle Bin (c) Network
2. Sound Recorder option is present in .
(@) Control Panel (b) Entertainment (c) Accessories
3. A small square at the right corner of the table is .
(a) Table Move (b) Table Delete (c) Table resize
4. Dotted rectangle to add text or table is a .
(@) slide (b) task pane (c) placeholder
B] Fill in the blanks [2X%=1]
1. is an operating system.
2. option changes the color of window borders, Start menu and taskbar.
C] Quiz [4X1=4]
Q1. Name the hardware device used to record your voice.
Q2. Name the three commands of the Header & Footer group in the insert tab.
Q3. Which option is used to do mathematical calculation in MS Word?
Q4. Name any three slide layouts in PowerPoint.
E] Very short Answer Questions [4X1%=6]
Q1.Give two example of the following
(a) desktop background ~ ----
(b) screen saver
Q2. What are Shapes?
Q3. What is a row and column?
Q4. What is a template?
F] Short Answer questions [2X1%=3]
Q1. What is the use of control panel?
Q2. Write the steps to change the layout of a slide.
G] Long Answer questions [2X2=4]

Q1. Write down the steps to change the desktop background of the Windows 7 desktop.

Q2. How do you insert a table in your document?



