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1 Write answers of the following questions briefly :
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What is operating system? Give two examples.
Give an introduction to Recycle Bin.

Write steps of changing Desktop wallpaper.
Write the use of following MS Paint tool

Write short cut command of : Cut, Copy, Paste and
Select all

Write the names of Nine main Menu of MS Word.
Write the meaning of primary and secondary storage
devices with one example of each.

Explain Disk Cleanup utility.
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2  Give answers of any eight from the following questions :

(8 out of 10)
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Explain the Change Case and DropCap command.
Explain the MS Indic facility in MS Word 2003.
Write the use of Tbil Data Converter and give steps
of file conversion.

Write brief history of Internet.

How will you save Contact in MS Outlook?

Write Full names : RAM, CD, VLSI, FTP, URL, IP
Write the use with steps of header and footer in MS
Word 2003.

Write the method of starting and shutting down
computer.

Write about main parts of a computer.

(10) What is search engine? Write four examples.

3 Give answers of any six from the following questions :
(6 out of 8)
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Write about different facilities of MS Word 2003.
What is Mail Merge in MS Word 2003? Write its steps.
Write the meaning of e-mail with its advantages and
disadvantages.

Discuss the types of internet networks.

What is virus? How does it spread? How can we protect
our PC from it?

State the history of computer.

Give the meaning of input device and write briefly
about input devices.

Explain the Sum, minimum, maximum, average,

percentage functions in MS Excel.
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