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© PART A — (10 x 1= 10 marks)
Answer ALL questions.

Choose the correct answer.
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Which of the following is an example of system

software?

(a) MS Word (b)  Adobe Photoshop
(¢) Windows OS (d) Tally

en saflaflieo  vwrellar  wsAu  Qewdun@
eraian ?
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What is the main function of the BIOS in a
computer?

(a) Manage printing tasks

(b) Initialize hardware during startup

(¢) Run application software

(d) Connect to the internet

MS Word-@é yfu Speuemgang 2 (Heulés ahg
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Which shortcut key is used to create a new
document in MS Word?

(a) Ctrl+N (b) Ctrl+0O

(¢ Ctrl+S (d) Ctrl+D

@ peuamgdler Ctrl + S g 2pszbGung eenen
[HL&@ED?
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What happens when you press Ctrl + S in a
document?

(a) The document is closed

(b) The document is saved

(¢) The document is copied

(d) The document is printed

Geraumeuaraupley peppurer sigssdnE sflwrer
GUIg.QULD &eTg ?
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ansGuirtiun, Gssl
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Which of the following is the correct format for n
formal letter?

(a) Address, Date, Salutation, Body, Closing,
Signature

(b)  Date. Salutation, Address, Body, Signature,
Closing

(¢) Salutation,  Address, Body, Closing,
Signature, Date .

(d) Body, Salutation, Address, Signature,

Closing, Date
@ Curriculum Vitae (CV) Qe wéfw Curésid
ETEITET ?
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What is the main purpose of a Curriculum Vitae

(cV)?

(@) To apply for a job by showcasing sills and
experience

(b) To write a formal letter to a friend

(¢) To keep a record of daily activities

(d) To draft an official complaint
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(1) .docx (=) xlsx
(@) .pptx _ () .pdf

What is the default file extension for a Microsoft
Power Point presentation?

(a) .docx (b) .xlsx
(c) .pptx (d) .pdf
@ weuiTU Ml svena (HCazrenau
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Which shortcut key is used to start a PowerPoint

~ slideshow from the beginning?

(a) T5 (b) Ctrl+P
(¢ Shift+8S (d) Alt+ Enter
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Which software is commonly used for designing
brochures?

(a) Microsoft Word ~ (b) Adobe In Design

(¢) Notepad (d) Excel

e QewfoLdar waeaeaw Cpréshd e ?
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(m)  Reamuger efiGesersmer 2 (Haurss
What is the primary purpose of a newsletter?
(a) To create business presentations

(b) To inform and update an audience about
news, events, or promotions

(c) To design video graphics
(d) To develop website animations

Page 6 Code No.: 10252 B

/

| -

11.

12.. .

PART B — (5 % 5 = 25 marks)

Answer ALL the questions by choosing (a) or (b).

Each answer should not exceed 250 words,

(<21)

(<2b)

MS  Word-@a

sanflal yenliSlerr
eflard Hraiser.

ap&fl

SaMISENET

Explain the key components of a computer
system.

Or
aRsgssm HaEpier S Gwdaltlurmar
oTulh) et { Quan@ummenar
Caugiupsgimser.

Differentiate between system software and
application software with examples.

yu  meensas
2 (ReUNSGeUsHETET Lig&aar allaré@hisar.
Explain the steps to create a new document
in MS Word.

Or

@ Gsme Qrwdlle o@m eSS
Spig pHb Qeuapapeaw slaflésab.

Describe the process of opening and closing
a document in a word processor.
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(@) @@ epurer sgssdar WAL sapsaar

clerd@misen.
Explain the key components of a formal
letter.

Or

(=) efensasan faemer  eugeuennliudld  smlé

g flencoulien apsfluiggiousens allers@misar.

Explain the importance of visual hierarchy
in designing presentations.

PART C — (5 * 8 = 40 marks)

V& Res i ) ] ‘
() gﬂ%@ﬁnsﬁi}?iﬁ\g&%maﬁ}lme e Answer ALL the questions by choosing (a) or (b).

Differentiate between a CV and a Resume. Each answer should not exceed 600 words.

udw veurumuS e cersasdam_fepw
o (HaTs@GaEd « o6ter  psflu Ui sener
cleTé@riser.

Explain the key steps in creating a new
PowerPoint presentation.

Or
PowerPoint-é Goened () SienwUysaflen
WwEHwSgIeuD eremen ? _
What is the importance of slide layouts in
PowerPoint?

@ vwayater AHGo@E augauenlifer apssw

FaMIGET WTEna ?

What are the key elements of an effective
brochure design?

Or
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up efleurdlEsajb.

Discuss the various types of computer

hardware components and their functions.
or

sarflall  oewllbear  wsfu  Emseer

cllaréGhIseT.

Explain the major components of a
computer system.

() MS Word-@é g pauamsas o (mauns@ad,

Cafiggsr wpmb  aphisd  Hweupdlear
Qawdparperwt eflflaurs efleurdlssayb.

" Discuss in detail the process of creating,

saving, and closing a document in MS Word.
Or
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QM Jeuendans eTeucunml sflwmags Hmig
wHpb g daums cNah@hsdr.
Explain how to open and close a document
properly.

THEHT (5 s L&l L CV-ul et
Ep&éﬁug,gmg,mg, Neréd, wsdwd ANejsamen
aPssisET_ Ps@E e alaulbsayb.

Explain the importance of a well-structured
CV and describe the key sections with
examples.

Or
en eopurar  sygdfar  sisHureudlu
Sa[&ET wreneu ? (TI0) 2 _gNyenTS gL 6
cSlatéErhisar.

What are the essential components of a
formal letter? Explain with an example.

veufrumufesr Guena g6 ey Cwirenaud
Qemeausharar uOGam euflser wrme?
S Cunees  MSIETOIMES

Gl GUENLDLILIG)
aliulg GTeTLIEng 65leTéGmISET. :

What are the different ways to insert a
video into a PowerPoint slide? Explain how
to resize and format the video.

Or
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(<) LUl e Lyl
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GeneenL_
o (maumh@eaufleh o drer Lgsener cflerdstisdr.

Fxplain the steps involved in creating a new
slide in PowerPoint.

oM uwgyeter gl Gsufolw
e poursdl AfICurdliufldr oder Lgsmer
efleuflggsaytb.

Describe the steps involved in creating and
distributing an effective digital newsletter.

Or
alarsssan fsaflles s d  augeuew e
wsfuggaigens  ddafldsayd,  gCsayb
@ e GllgeUEnLoLIL Qaratenssaers
GHDLayb.

Describe the importance of visual design in
presentations and mention any two design
principles. ’
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