
 
 

 

c) ctrl + S  d) ctrl + L  

e) ctrl + F  f)  ctrl + H 

 g) ctrl + shift + C. 

 

Q.8  What is CAD? What are the benefits of CAD? Give Auto 

 CAD commands to perform the following:- 

 a) Drawing a Circle  

 b) Drawing a Sphere 
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Candidate are required to give their answers in their own words 

as far as practicable. 

Answer any Five questions. 

Question no.1 is compulsory 

All Questions have equal marks. 

 

Q.1      Explain the following terms in brief :- 

a) Windows  b) Task list 

  c) Pointer Device d) Control Menu 
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e) Dialog Box  f) Pull-down Menu 

 g) Shortcut Menu h) Wallpaper 

 i) Task Bar  j) Defragment 

 

Q.2 How will you insert graphics in a document? How will 

 you resize and move the pictures to a new page in the 

 same document? Differentiate between font size and font 

 style. 

 

Q.3 Give commands for the following with reference to Ms-

 word:- 

 a) Insert a Table  

b) Set Version of document 

 c) Create a new menu   

 d) Set the margin of a document 
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e) Create a new style   

f) Insert header and footer  

 g) Save document with different name 

Q.4 What is a Database in worksheet? Describe the various 

 operations that can be performed by a database. What do 

 you mean by the term filling the database? 

 

Q.5 Explain the following functions in brief:- 

 LEN ()  IF ()  POWER ()  

 COUNT ()  SUM () MAX () 

 

Q.6 What is page maker? Describe the various new features of 

 page maker. What is master page? 

 

Q.7 Explain the uses of the following shortcut keys in page 

 maker and give steps to achieve the same using menu 

 operation:- 

  a) ctrl + Y  b) ctrl + W  
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