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Note : The candidates are required to attempt two

questions each from Sections A and B carrying

11 marks each and the entire Section C

consisting of 10 short answer type questions

carrying 3 marks each.

SECTION—A

1. Elaborate the basic structure Windows operating

system. 11

R

2. List various operations which can be performed

from the start button in Windows. Explain any

two in detail. 11

3. What is a Table? How the following operations

can be performed in Tables? 11

(a) Editing text in tables.

(b) Adding a row.

(c) Deleting a row.

(d) Changing Cell width.

4. (a) Define and distinguish between Work sheet

and Work book in Excel. 5½

(b) What do you mean by Cell, Cell Pointer and

Cell Address? 5½

SECTION—B

5. Discuss various Statistical functions used in

MS-Excel. 11

11603/NH/652/W/710 [P. T. O. 11603/NH/652/W/710 2



6. What are the various types of Charts and Graphs

available in Excel? Discuss in detail. 11

7. What is a PowerPoint presentation? What are the

elements of PowerPoint? Briefly discuss each. 11

8. What is Slide transition? How can you choose and

apply the transition to a slide? How the time

intervals can be set between different slides of the

slide show? 11

SECTION—C

9. Write short notes on the following : 10×3=30

(i) Define a Computer. What are its

characteristics?

(ii) How to set the date and time in Windows?

(iii) What are various ways to run an application

in Windows?

(iv) What do you mean by Justification? What

are the various Text Justifications that can

be performed?

(v) Differentiate between ‘save’ and ‘save as’.

(vi) List various time functions of Excel.

(vii) What is Cell referencing?

(viii) How to format the numbers in a Worksheet?

(ix) How to add images of your Presentation?

(x) Write short note on Email.
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PUNJABI VERSION

n otn otn otn otn ot ::::: Bwg A Aqy B hryk ivcoN do-dodo-dodo-dodo-dodo-do pRSn kro Aqy

hryk pRSn dy 11 AMk hn[ Bwg C swrw kro[ ies

ivc 10 sMKyp au~qr vwly pRSn lwjmI hn Aqy

hryk pRSn dy 3 AMk hn[

BwgBwgBwgBwgBwg—A

1. mUl FWcw ivMfoz EpryitMg isstm au~qy cwnxw

pwE[ 11

2. ivMfoz ivc stwrt btn rwhI kIqy jw skx vwly

v`K-v`K EprySnW dw vrxn kro[ iksy do dI ivsQwr

nwl ivAwiKAw kro[ 11

3. swrxI (Table) kI hY? inmn EprySnW nUM swrxIAW

rwhIN ikvyN kIqw jw skdw hY? 11

(a) Editing text in Tables.
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(b) Adding a Row.

(c) Deleting a Row.

(d) Changing Cell width.

4. (a) AYksY~l ivc vrkSIt Aqy vrk bu`k ivc &rk

d`so Aqy ivAwiKAw kro[

(b) sY~l, sY~l poAwieMtr Aqy sY~l AYfrYs qoN kI

Bwv hY? 11

BwgBwgBwgBwgBwg—B

5. MS-Excell iv`c ikhVy v`K-v`K sWiKAwkI kwrj kIqy

jWdy hn? crcw kro[ 11

6. AYksY~l ivc auplBd v`K-v`K iksmW dy cwrt Aqy

gRw& kI hn? crcw kro[ 11

7. pwvr poAwieMg pySkwrI kI hY? pwvr poAwieMg dy

q`q kI hn? hryk dI sMKyp crcw kro[ 11
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8. Slide Transition kI hY? qusIN slweIf au~qy trWjISn

lwgU krn leI ies dI cox ikvyN kr skdy ho?

slweI SoA dIAW v`K-v`K slweIfW ivc smw AMqrwl

ikvyN pwey jw skdy hn? 11

BwgBwgBwgBwgBwg—C

9. hyT iliKAW 'qy sMKyp not ilKo : 10×3=30

(i) kMipaUtr dI pirBwSw idE[ ies dIAW ivSySqwvW

kI hn?

(ii) ivMfoz ivc qwrIK Aqy smw ikvyN sY~t kIqw

jw skdw hY?

(iii) ivMfoz ivc AYplIkySn clwaux leI ikhVy

v`K-v`K FMg hn?

(iv) Justification qoN kI Bwv hY? auh ikhVIAW

tYkst jstIiPkySnW hn jo kIqIAW jw skdIAW

hn?

(v) ‘Save’ Aqy ‘Save as’ ivc &rk d`so[

(vi) AYksY~l dy v`K-v`K smw kwrjW dw vrxn

kro[

(vii) Cell referencing kI hY?

(viii) vrkSIt ivc nMbrW dw PwrmYt ikvyN bxwieAW

jwvy?

(ix) AwpxI pySkwrI ivc qusIN AwpxIAW SklW

(Images) ikvyN swml krogy?

(x) eI-myl au~qy sMKyp not ilKo[


