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           Date of Exam: 26-02-2019 

Time Allotted:  30 Minutes       Max. Marks: 10 

( Note: This question paper consists of 2 printed pages. Please check that you have all the pages.) 
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------------------------------------------------------------------------------------------------------------------- 

 

Subject Teacher’s Sign with date     Invigilator’s Sign with date 

-------------------------------------------------------------------------------------------------------------------  

I. Write ‘T’ for true and ‘F’ for  false  statements.                              ( ½ × 4= 2) 

 i)     A folder can have any number of files in it. 

ii)     The extension of Excel files is .xlpx.         

iii)    A number identifies each row in Ms-Excel. 

iv)    A computer represents files with icons. 

 

II. Fill in the blanks:                                        ( ½ × 4= 2) 

i) In Excel intersection of a row and column is known as _________. 

ii) Shortcut command to copy a file is__________________. 

iii) Default number of worksheets in Excel 2010 is____________. 

iv) ____________is a collection of data and information. 
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III.      Match the following:        ( ½ × 4=2) 

  

                        A        B 

i) Recycle Bin                   Ctrl+X.   

ii) Ms-Excel                          Non-removable disk. 

iii) Move                                       Storage place for deleted files. 

iv) Hard disk                          Spreadsheet program          . 

 

IV.    Answer the following: 
 

i) Why do we need to change the name of a file/folder in windows7?                              (½) 

____________________________________________________________________________  

ii) Why is selecting of a file/folder is required in windows7?                                   (½)                                                                                                                 

____________________________________________________________________________ 

iii)  What is cell reference?                                                                                                  (½) 

_________________________________________________________________________ 

iv)  Define a worksheet.                                                                                                      (½) 

_________________________________________________________________________ 

_________________________________________________________________________ 

v) Write the names of two views in Ms-Excel.                                                                  (1) 

_______________________________________________________________________ 

_______________________________________________________________________ 

 

vi) Write the names of two main folders in Windows7.                                                     (1) 

_______________________________________________________________________ 

_______________________________________________________________________ 


