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1.

2.

a. oog@ @agzsrc.o (operating system) e.:o er{od @agzorc.o (application software) qzld
oOmaizor@ erorQ€ zsrdrd?r.

b. EOan @agzorc"o (open software) eoo oOgq gagzo:coo (commercial software) oaJoerrrf
qEtoei OaJolrJ zs;@zslq18 oqtonl zs'rda'l:1.

c. MS Office /OpenOffice op o9carOcq? ozo:Oooaf -rrrQ€ zo:drfzl.
d. Database management systems eo?r Data Processing software gn6 oOma{zolg

o@ca Oc q18 6, qceo d<6 qnlo @rl errErr Q€ zs: d:rJa.

e. ".odt" ooC ".doc" file ocErrc zs:d oOD 89o2d eolzo:8o e16q? ou}4 qzslOrdar.

ereonr eoqoal O2tJ OzoI zor6c,:oa} eogdc@9 eoqoc OOcrf ocsCo> @agzo:c.o 6et1g@ rrgb'rc o.co?r,

Oa dO 9agzr:c.o oc8nc m6a qtr'.o6cs qOo> qg8?iJ Eajnd zordalar.

OA 6ce3>s o:r:cOan to.EOcarogzsr (NGO) o@O:rJEzodc6 6gOc6oozo2 o8 8r:alm. Oa
gcorra:oo$ ooiOzoro:rJoci g{o@zo onc64Q, oaiOceO OcSnc 689, 6OcQ, Orgd oncd4dl roo
oaco 6eind EOoJOc oom oc9 eoqotc o6ernzs: o{Odcozsl qOca>O q1n. r:Oq o@@ el{O6o
ooqdzor 60gg olEdE@Oq eo@oJ Eo g4o.

OgoOzl d,aJEO es@OaJOooaf qOOcrro oocQ zod@?tf, Oa qrcooi?rco QOEoai on:coosz6'J

Qa$$n'izo:Og SEOo q16 ezncd 6Ocee qnJn qd OzsJd,ai 6800 eoregg zo16 q1n. gozl
zonSceooJ eoar oncda261 Ozorq 689 eoqoc Q zo:c5ce gdOgco eo@OalEzode6o 669 OOocl?tl
qoe9zolec qa66 ozoro6. eo1@ zo:c6co @<dOg toc@c8zo:ocozs;9 gtoa eoqo:ri qa:cd 6oOoJ qA6?tJ

ozaJdcod 6oOa{OgO oocai 8E Ooa: qmcd qQorr}ocrJ onc6qdl (Ocoro, o{$/gd1e rocOo,

odJE ra nJO corrf, oOar zrf oafi s261..) Ozold,si zo:6g ep1or.

groor onrc6r24 eoredCeO oco:rr OcSncOzoJ 8@oog zo16 gOca zo:c5oc6oO ocdQo@ 0o6@
eeor 9gao d,af8g ocdoCQ EoCe eocdcocl: 689 oao eslo6 g1n. qoocmoc{ Q, Eogo EoCogle<r
g6Oe es.EOcarooi oOO qOEooJ gzo:ccaoO elrJ 689 @O eo4 nOnJ zo:c5oo6.

fqozrnl 8O oedgafzr...]



a. eetorl eoqto?rJ MS Word E o@069 ocEnord oqarrd zel6rdrrl.

Thesaurus
References

b.

c.

iii. Mailing
iv. Review
v. View

MS Word E ruler ocEa Oa qnJqg toqtoai zs:drrJrs:'

Powerpoint slideshow E macros ocEn zorg eolzolonl ozo:oa{q18 8ajn6 zo:6rd?5.r.

eron oqeld qoa{dc eoqtoc oc8nc zor$o16 9O €tst qnlOalar'

i. 
"qA 

gOa cell odoeoc,3zsJ 9o2s: eso qozo o6)co2t qoln olptoor'l gn8rrf q'ztroe o@<x;zsl

pd dzor4O oOaroJ cell Ozozs: Qrzol6@a'

ii. Rows E q6 qrJn Columns qczo:cdcoo oeoJ Columns E q16 qoln Rows qcn:cdcoo

q1alE9O.

iii. "TRIJE" otoj "FALSE" Og)o(o?tj gddgco oa:cosolOrrr, zlcS6zs': @r:ozsl

(logical function) oEr: eo@zo: 6<rlcrl

4. 0 E ASCII q6,a 48oO. o9 qg65j 8@oo@al q16 ASCII qoord q'zsr doceCdmo 66@0 toc56)c

zord6 gO8. om@, 1" E ASCII qcoo 49 oO'

a. q.zo 6 E ASCII qoco eoal {E9o to"OolcO tir<6,5)o zs:dzda'

b. 8-bit ASCII qzsledcozol bit 826'I ocEnc zo:dE m9, q'?o 6 E ASCII gcocs @cs qnlOrrlm'

c. 'ART' ce?5) OOa:cs eoqeoc ASCII qnled 3nI qOalooD. $cs Byte 3 zor 9@c<6ol3' o99

eo.?ococ$ ocecqc col]€6.183000000 qaro ASCII @Errl q1nl6@O qOo> 90 9@c6o

(sPace) lc<rr)o zo:6rlm.

d. MS Office package E .n6 numerical datae,6(6 5zsl eeqarrrl zod?5.lm.

e. ,Kaputa' 6?tr q2b)4. O5coo ocanc zo:d@?'.i eo?ileo?t eE MS Word/MS Excel otoJ MS

PowerPoint oocaOzo'l (file) ooarni qol(o26) eogor gogcft (share) zorg a4zolorl ozooaJq?

(eer.g.'Kaputa' op MS Office package E oa:c916 qzo;d o5ato6')

d.

h
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5. eto6) qr?ojoOzl Oc2O eogzorzrlm.

ffi ffi
ry SNO Name Science Maths Computers Total Average

tr 1 Paul 70 80 8',7

J"j
lilt::::

:::'.:!h!

d#i:::.:

iit :

r.riti(i

s
l[;

2 Kumi 90 98 89

J Andria 90 90 98

4 Rose 60 '76 79

5 Kevin 50 45 67

Max

Total

(a) 8o o q26Joc q16 ozo:cOed OeO 8€e4 @E9 eoqax OO erc8arc zs:da: cOmmands ooJ

SoOdOC @coc qzolOlrfar'

a. eo19 Edlozsrg (column ) heading ozs: bold zo:d center zod6fm.

b. "St. Anne High School" opooC aoczr @cnazo:coq (title) "Mark sheet for

Math - Class A" oqooal 6,o gcnazo:coq (sub title) oocqc Oc2O eo9o center

ndafm. @cnazoco e!?r eo Ocnaroco bold zod 8@oo@rrl font size 16 eoEl font size

14 ogeo oOmei zo6alo.

c.oc2oOegp(namecolumn)eealoqoa:(SNocolumn)6491Qr.l8grlocrJ
@cecoQ"E q.zil (index mimbefs) qlaebf 6800 aro E4onJ (column) eRaebf

zn:dnJa. d eeqorc, es:orl 6,qttr,66o eolgdgfgO ordm'

1 0001 Paul

2 0002 Kumi ...

SNO 6 o erto@rrf Eaf oe$@ 10rrl (10 empty lines) ftAed n,6, e. qd qp8@ooso

qpo SNOs esb? and index numbers RAed zodrrfm'

"Q2-a.txt" S Q q.l3 qnfu: load 2r:6 names otr marks Ed1(columns) g6Oafar.

Max, Column Total, Row Total, eoto Average cem oe9@ 68 qg82tj gdOzrfm.

titles q1E columns OgO eem 8O E6LAd (thick outside border) ococqz:-lzl'

average column dzo: zoto oc8al (yellow) highlight zord:lJm'

EgrrlocrJ Sceg@ eA€ qlzoioOm elBQ histogram Ozt'rzol eozs:esafrrr' ggg

gczlazocOmi (title), X esto Y qnleo rlc@c^rzrJ (labels for X axis and Y axis) eoto

legend dzo:nJ ocecq:rlrri.

j. oorcpO PDF ooc2Omi oeeo "FinalMarks<Your Registlation Number>"

m@zrj save zo:daJm.

e.

f.

g.

h.

i.

[qoarnl 8O oodgzrfa...]
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6. EcJoEq>cg gaJazsrcgoC q16 oercnJesof og EeJrrd (SDJzr) q.eebJ 680 eeqoc database ozs:nj
E6oc<rce 689 oao eod g1n. eeon qzoloc qd dzsf ozsl qooddc eoqtoo oclcEc coayar
Commands @orc qzslorfi::.

a. "Q6<Your Registration Number>" m€al Blank database szozoJ ajocesmo 680.
b. oon coqota'f fields ql4grro zord "Books" rr:@:lJ table dzo:zoJ 65gce6o 436g.

ID: Number (primary Key)
Title: Text field 50 characters

Description: Text field 30 characters

Category: Number
No of copies: Number

c. "Books Form" :rr@aj qnln qlr2gai d8@o qczoad ergcsaf 66@c<6. 6g0.
d. geon eoqeorf "Books Form" qczo:ad ogco 6,eocoCE zo:do6@a} e:oa oc2oo q16 oelcni

EoJnd dceO q14er.J 689.

ID Tiflc Description Catcgory No of copies

I Word Hard cover 2 2

2 Computers Hard cover 4 1

3 Acce ss Paperback 2 2

4 Art Hard cover 1 I
5 Science Paperback 3 I

e. oorl Eaind q(Aebf 68o0 "Book Copies" m@rJ norJ table ozorzoJ 65@csco d6g.
ID: Number
Book _ID: Number
ISBN: Number
Version: Number

f. ggg primary key dzozol s)g?rrocl?t) dSOOaro (define) 689.
g. gern (e) ozocOoajE eeqorrl table dzo:O oern OqoO q16 ooczif Se,jzad q14gnl6]89l.

ID

I

Book_ID

I

$BN

I234

Vtrsion

I
2 1 123s 2

3 2 1236 I
4 2 1237 3

5 3 t238 2

6 3 1239 3

7 4 T24I 4

8 5 1242 '7

h. table oqozo:E es@orrJoncoco (relationship) acg?rcoor?t) aiorSn (establish) 6gg.
i. "Query_Book category" a:6af Or: zo:c<dOcozo:O qoni oerarJ qlalE@O query Ozozoi

65@c6or 68O. (6,qc. Category 02)

j. oocon8 @cnazo:co, Ea{nd, estll SoobJ co6?tr qlzs}69o query ozo:nJ 65gc<6o 66@.


