
Q. 1 Select the most appropriate answer for the following question: - (10 M)

1. _____________ are small graphical symbol with name under them.

a) Icons b) Desktop c) Task Bar

2. Toolbar is basically a collection of ____________________

a) Folder b) Buttons c) Menu

3. When you delete any file, that file is stored in _________________

a) Control Panel b) My Computer c) Recycle Bin

4. For selecting whole document press  ___________________ .

a) CTRL+A b) CTRL+B c) CTRL+V

5. _______________ is used to indicate no-exclusive option.

a) Option box b) Check box c) Tool Box

6. ______________ option is used to copy data from another application.

a) Paste b) Redo c) Cut

7. ________________ is at all-time high.

a) Display b) Performance c) Presentation

8. If by mistake you change formatting and want to restore previous action ______________ option

is used.

a) Undo b) Redo c) Copy

9. __________________ can block incoming files, which can carry viruses and other security threats.

a) Internet explorer b) Specialized tool c) Outlook express

10. The desktop and taskbar are less _________________

' a) Cluttered b) Arranged c) Distributed

Q.2 Match the pairs (10M)

A B

1. Back Double Click

2. Select single word Previous Screen

3. Cut Recycle bin

4. Mouse Pointer Portraits

5. Deleted File small graphical symbols

6. Icon to cut the file or folder

7. Up Specialized tool

8. Control Panel One step ahead

9. Orientation Home

10. Start current line looks like an I-beam
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Q4. Give shortcut keys for the following:  (12M)

l. Save- _______________________________________

2. Underline- _______________________________________

3. Print- _______________________________________

4. Bold- _______________________________________

5. Copy- _______________________________________

6. Italic- _______________________________________

7. Undo- _______________________________________

8. Redo- _______________________________________

9. Cut- _______________________________________

10. Paste - _______________________________________

11. Whole Document - _______________________________________

12. Grow Font - _______________________________________

Q.5 Label the parts of a Computer System:- (6 M)

Q.6 Answer the following question:- (Any 4) (12 M)

Q1. What is Desktop!?

Ans. __________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Q2. What is Microsoft Office?

Ans. __________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________



Q3. What is an Icon?

Ans. __________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Q4. Where is Office button located?

Ans. __________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Q5. Where are all the deleted files are stored?

Ans. __________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Q6.  What is Microsoft Word?

Ans. __________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________
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