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Answer all questions.

Part A (40 questions x 1 Mark)- Underline the correct answer in the question paper.
A emde (yd= 40 x e 1 9BsY)- BO168 BERS 0d=f 9ol adxdm.

I

Which of the following is an input device?
oHD B6HBT S1e® DEBT $262) ¢ Lrenw BOufe?
Uereumeuesteumilev 6Tl 2_eTerfl (B &FMGeorLOMELD ?
a. Printer
b. Speaker
c. Digitizer
d. Plotter

Which of the following is the brain of the computer?

oD e’ Shews! RO sBoemmed e®ign ece wcee?
Lletreu @ eu eoreu mlev «& eunfleoflull6tr eLpemen eTetTmI SjemL & SLILIEG US! 672
Monitor

CPU

Keyboard

Mouse

oo p

Which of the following memory type lies closer to the CPU in a computer system?
880 sg@dBwem CPU 000 gm pessind sdds Onm DEow p®=c?
&euutleof] Wpemmenwuiley CPU-&@& 4HBIETET BlenetTous: auenss eTgi?

a. RAM

b. Cache level 2

c. Cache level 1

d. Registers
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. Which of the following has the highest data transfer speed?
oD 8evsT cumot DB O8O ¢fn wdoduves eDow Hfens BOme?
Uereumeusmreumley eTg 1B & ey LmHD CausHansd s Q& meuor(hleTerni?
a. HDD
b. SSD
c. Flash drive
d. DVD

. What is the full form of GUI

GUI o> Domed yben 000 pd=ule?
GUI eteoTg 60T eflifleuma: &1L 6T6tT60T?
a. Graphical User Interface
b. General Utility Interface
c. Graphical Utility Interaction
d. General User Interaction

. What type of software is the operating system?

Operating System &z oz Sagmoo D DESY ROHO gus ©d¢?

LietallQ&FWev (Wemmentn’ (Operating System) 6T[H& 616t W T GHOEIT G LIT(H6T Sp@&LD?
a. Application Software

b. System Software

c. Utility Software

d. Programming Software

. Which one of the following is the smallest unit of data in a computer?
som scns? Shers’ sBomm (e DEO goe RO Snme p®uig?
L etreumeustreuilev &emfleollulley Smevor i@ reler WsFFPIW 6@ 61817?
a. Byte
b. Bit
¢. Kilobyte
d. Nibble

. The default extension of a Word document in MS Word 2016 is:

MS Word 2016 8 Word 88wz essA® (Default) 8gd mp®xfe?
Netreumeussteummiev MS Word 2016 - Word syeuetors&Hetr G& i BUE erg?

a. .xls
b. .docx
c. .pptx
d. .txt

. The “Ribbon” in MS Word contains:

MS Word 8 “Ribbon” dens enes dxiess:
MS Word @)ev “Ribbon” eT6dTLISI60 2_6iT6ITLMGI(GLIEDI6 6TSI1?
a. Tabs and Groups
b. Only Menus
c. Toolbars
d. Status Bar
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10. Which tab is used to change the page orientation?

11.

12.

13.

14.

15.

Bed &mod (Orientation) e0med BBOD ewiey wzIzw tab Om n@u=le?
L&:8 S &6t BlemFeanil LMD LWeTUGSSLILG LD Tab 6Tgi?

a. Home

b. Insert

¢. Layout (or Page Layout)

d. View

Which view is best for editing text?
g ©oL3mFenwd gee® ¢Snd gomnde nO=fe?
PGS EIHEHMET HGHSIUSHS THSHS HTLRA AAnHHe?
a. Web Layout
b. Print Layout
¢. Outline View
d. Draft View

Which feature allows you to combine form letters with a list of names and addresses?

50 0 B8z 1 8ednds o 88 Omn A0 glees dedwrmnw ROuie?

QUWF&ET Hoibd wp&eufleefler ULIGUISIL 6T 518G 6T 8 enaurshs 2 Salb SIlh&LD
eT&?

AutoText

Mail Merge

Track Changes

Word Count

e o

Which key combination is used to make text bold?
gm0 Bold 83® esgwo @wogo wx¥zn wno; scewfmna p@ute?
TWHSIHEHMET S LILILOTATSTS MDD 61hE eflems CFjHans LHWeaTURSSLILGRDS?
a. Cul+1
b. Ctrl+U
c. Ctrl+B
d. Ctl+L

Header and Footer are inserted from which tab?
Header e Footer gines? B300 ewigr ozizn tab om poe?
e1bS tab @®GH& Semevliy HoID o19&GSMILIL 2 arefl L LGS 6dTmeor?
a. Insert
b. View
¢. Home
d. Layout

What is the function of “Ctrl + Z”’ in MS Word?
MS Word 8 “Ctrl + Z” eneds? 8o mibew m®xfe?
MS Word @ev “Ctrl + Z” eflemsliueven s @ emevoriiLilesr QaweoLim() eTedTeor?
a. Redo last action
b. Undo last action
c. Cut text
d. Save document
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16.

17.

18.

19.

20.

21.

In Excel the intersection of a row and a column is called:
Excel 8 088w v B0 »§0s emdes wgsidsiesy:
Excel @év @ auiflens nmmib L@ QpGeuflensuiicr FHH&HGILLD eeueumml
SIMPHSELILGRMS?
a. Field
b. Cell
c. Table
d. Box

What is the default file extension for Excel 2016 and later?

Excel 2016 e 80 gy @mbog O 060RS evim §gd n®=ig?

Excel 2016 wHmilb Si15HGL LNHengWw! LISIIL| & EH &8 meor @usuL|Blemev GamUIL HLE
6Te0TET?

a. .docx
b. .xlsx
c. Xxls
d. .txt

Which symbol is used before a formula in Excel?
Excel 8 epwat 6e5®» B39O ©dm m0 cr e RO=¢?
Excel @6 GSBISHHG W6t 615 GOl LWETLESSILOSDS!?

ao o
+ 1

<

Columns in Excel are labeled by:
Excel 8 86 wcmen B800 ewepasios’:
Excel @b QB@Geuflengser eeusumm &ml&sULG SR TmenT?
a. Numbers
b. Letters
¢. Symbols
d. Colors

The cell reference “$A$1” is an example of:
“$SA$1” u» eed 0w BBO condmes DxlesT:
“$A$1” ettt QF 6 GUILIY 5DG RO THSHSISSTLLMTGLD?
a. Relative Reference
b. Mixed Reference
c. Absolute Reference
d. Complex Reference

Which function returns the largest number in a range?

BBz BanEn® gowe e function O n®x=¢?

hsE QFWOLTH R 05TGHUIEEHE Waslauflw cTetoTementTd QSfleyGauliiw
LweTu®SSLULGH DS?

LARGE()

MAX()

BIG()

HIGH()

ae o
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22. What is the default alignment of text in a cell?

23.

24.

25.

26.

27.

et RE eNd cue®E® Drfert emecenc?
R0 &g H 6 (Cell) 2_empuller GuicpBleney EFeminLiL] eTetTeor?

Left
Right
Center
Justified

o op

Which function counts cells that contain numbers or text?

gom 0w DOD §8o@ eeE Ve VHENW BIOD ewI ®zTzw function Om pO=Fe?
ETEOITS 6T V6V 2_NTEMUIS GG ITEVOTL. &6V MG ENET & 6uoTd: &L HweTU®GSSLULBLD
QEWsLLIT(H) 6TH!I?

a. COUNT()
b. COUNTA()
c. COUNTBLANK()
d. COUNTIF()

Each page of a PowerPoint presentation is called a:
PowerPoint 28z 880z o BHo= westOsiosy:
PowerPoint eflens: 588 ML §lulleir @euQaump LSS eTelaumm o4empssLiuRS mS?

a. Sheet
b. Slide
c. Page
d. Frame

Which key starts the slide show from the current slide?
@0 endd 1A slide demsT slideshow gos®w BB ewier Y20 wrs BO=Te?

shéUMmngW &TLFUNeN®HE Slide HTLHenw QFTLMIS LWETLRSSLILGWD ellena
eT&I?

a. Shift +F5
b. Ctrl +F5
c. Alt+F5
d. F3

Which of the following is used to change the background color of slides?
Slides e 81d® d¥enw EOme BBOD vwagy ®zIzn Tab Om pOute?
WNedreueuameuile ergl Slide sefleir Leirerenell Blms emg LOMDHHLI
UweTU@GSSUUB S TmSI?

. Design Tab
b. Insert Tab
¢. View Tab
d. File Tab

a

Which view displays all slides as thumbnails on one screen?
Bog Slides ©® Bdwm Thumbnail ece eoxion cam ¢Sam gumde p@mfe?
Sienerg gl Slide Hemearwd Ao LLAISETTS RCT Hengulley &TamlilsEGh STLH agi?

a. Slide Sorter View
b. Normal View
c. Reading View
d. Outline View
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28. Transitions are applied to:
e®D:8x3 Transitions ewieyy cAsTesT:
wrhmrsser (Transitions) eiGHGSL LwWeTUGSSLILIBGE 6T 60T?
a. Text
b. Images
c. Slides
d. Tables

29. Animations are applied to:
©®D@z% Animations ewity) CABIesT:
@WEERISET (Animations) er&HE& L LIWeTLIGSSLILGE eTmenT?
a. Whole Slides
b. Individual Objects (Text, Images, etc.)
c. Notes
d. Templates

30. In Access, a table is used to:
Access 8 Table =28 0850 mosiess:
MS Access @)6b 2L Leuement er5HGLI LWeTLGSSULGEmS?
a. Store data
b. Print forms
c. Create reports
d. Query data

31. In Access each row in a table represents a:
Access 8 Table &mm O2f ed8uBs? Bosene mITesT:
Access @60 1 Leuememorulleir epeu@eur euflujd steng GUlS&EmSI?
a. Field
b. Record

c. Query
d. Column

32. A Primary Key is used to:
Primary Key ©08m0 mdsfess:
Primary Key uwierLi(GSSLILG UG 6T CBITE LD 6T60T60r?
a. Identify duplicate data
b. Identify each record uniquely
c. Sort data alphabetically
d. Create reports

33. Which object is used to retrieve and display specific data?
g0@s Oz Dode ¢5im A MBBD wy eusIBOD ewig KT object Om RO=IE?
GOILUL L gremail QuUDeyLh &meorLi&sea)h LWaTUGSSUILGLD QUITEHET 6751?

a. Table
b. Form
¢. Query
d. Report
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34. A Form in Access is mainly used for:
Access 8 Form ©:8m0 =0z castess:
Access @)6v Form et U LYggmerons LwWeaTu@®SSUILG S MmS?
a. Data entry
b. Data storage
c. Data printing
d. Data deletion

35. The file extension for Access database is:
Access database @20z 89D Dxfeny:
Access TeyH &G H 6T GHTLIL BLA 615517

a. .mdb
b. .accdb
c. .dbf
d. .docx

36. To view summarized information, you use a:
305000 EEE @O NE® LW WodsN HSTIesT:
FHSHSHLOMET H&HEULSHMETL LTSS LWaTURSSILG6US eT5i?
a. Report
b. Form
c. Table
d. Query

37. The full form of URL is:
URL w» domed yben 590a:
URL ersorLig 67 eflifleuma sib eTetrenr?
a. Uniform Resource Locator
b. Universal Routing Link
c. Unified Resource List
d. User Resource Link

38. The protocol used to send emails is:
Beyst 21 E 1DO0 wadm W epediemdEan:
LSl 6BTetTEh & 6V 3 @ULILILI LWeTUI®RID QBMLNenm 6TS1?
a. HTTP
b. FTP
c. SMTP
d. POP

39. The software used to view web pages is called:
@Dd 8Y 9188 wewr 1idmn w65 Bagmoeaws westdsiess:
@) emeuurL) LIS MIGE6TL UMT&HSL LIW6TUG WD QLO6TGUIMTHET 6757
a. Browser
b. Compiler
c. Editor
d. OS
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40. Which of the following is an example of a search engine?
son wews? 85T ee® wsigwsd (Search engine) wqws ¢ pwdamea dxiest p®x=¢?
LledTeumeustTeumnley 6TdH CHMmAUmM) (Search Engine) &4,&10? '
a. Yahoo
b. Outlook
c. Chrome
d. Gmail

Part B (10 questions x 3 Marks)- Write your answers in the space provided in the question paper.
B em0e (yd» 10 X cnyeq 3 31827 — ded BERG yed» vned cas § ¢18 BeSnend Busim.
LGS B (10 GaeTefls6iT x 3 LLHLIQ LIt s 6iT)- el eorm SmeafleL Q& m@H & &LILIL GIsTerT

@ Lruserleh 2 M6 6l L 560 6T 6T(H HIMmIS&6iT.

1. List two main types of operating systems.
Operating Systems g 08® e¢mal Bwr ¢BOsTH.
LenflQ & W 6L pemmentoulledr (Operating System) @TeooT( (PSEIW 616N & & emeT

LG &.

2. List two functions of an operating system.
Operating System &zmm moSees’ e¢ms wews? moxim.
L @Q&FWeL Wemmeninuissr (Operating System) @nevor® G FwevuUmrGsenat GOILLIG .

3. Mention two advantages of using MS Word.
MS Word 8 ed D8 e¢mat wewss mozsin.
MS Word LweTL(R & Sl6useT @ etor(h [HeiTenLDGHENET 6T(RSIS.

4. Write an alternative application software for MS Word.
MS Word esemo 8mGes Oagzmoemnwzs Swasis.
MS Word &@& W0mHmTe LW eTU(GSS &89 e LweTumL(® (Application)
QUETALITHeneT GG &.
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5. What is a cell reference in Excel?
Excel 8 Cell Reference wmeds? Bwedsies? n®xte?
Excel @6b 2 &ov @My (Cell Reference) eTedTmme eT60T60T?

6. State two uses of MS Access.
MS Access 8 wodmws? egmd eensy mosis.
MS Access @ 6ot @etor(® LweTLTHSeneT GOILLNG 5.

7. What is a database table?
Database ©c Table wzy m®z=fc?
ST6YHSET |L_L_6)60600T 6T60TDITCV 6TEOT60T?

8. Write two advantages of the Internet.
gsindehced D8 ecms wens’ mSxim.
@) 607 600T W & P\ 65T @) T600T () [HETEMILO 6016 6T(LH K1 5.

9. Mention two examples of web browsers.
Web Browsers ¢ @wdes ecmast ez’ mosis.
@ emerw 2_eumell& @B &G (Web browsers) @ reaioT(® TG\ SIS ST B &0 6T GOILILIH 5.

[4
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10. What is the purpose of a search engine?
Search Engine &=z ewgosiess n@mog?
G haumpluilesr (search engine) GBITEELD 6T60T60T?

Part C (5 questions x 6 Marks)- Write the answers in the answer book/ sheets provided.

C em00e (9> 5 X cneq 6 9 827) — ded BERs cad 2 18 BEnct ewmen/ vfmed Eusinm.
UGS C (5 Caeitel e x 6 LG LIGILICUIrS 6iT)- el L Eemerm cupmsLILLL eflenL

455 &1/ GmeTsefley eT(pSaid.

1. Explain the main components of a computer system.
sBrnemnm sdRBed ym e Buind mixTm.
TR 5 SIHSTL B SHEBL6T &euoflef] Wenmenouilel WEHW dnpigemerT 6il6TsE 6.

2. Describe five features of MS Word useful for document formatting.
eCom gmadmsans sem yoodsnd MS Word 8 Bedww swit Bednd mdsim.
461600 aulgeuenlIiH@L uweTu@b MS Word @6 8b&! Silhsmgaer ailaufl&@&s.

3. Explain the steps to create a chart in MS Excel.
MS Excel 8 ©:0 &=z (Chart) esoezy BwdS Bedmnd mozim.
MS Excel @ev e eflems s iUl b (Chart) 2 Heun& G0 LG enm&eneT aflars & s.

4. Discuss how data is organized in MS Access using tables, forms, queries, and reports.
MS Access ng Tables, Forms, Queries e Reports widmews? ¢fm e:8zvw Oz gomade
DesmS moxTm,
SIL_L6UENEUOTS 6T, LILGeUMIG 6T, el eiTeuev &6 LM mih SaflEenaseanary Lweru®SHE MS
Access @60 ST6y sTalaUMN RWEISMWLESSEILGT DS eeruamsl ubhol efleufl&aseayib.

5. Explain how the Internct has changed communication and information sharing.
asindehce 883 arlBedimas ww emoRc HOSIGD eOmE BE gmIdwe M¥EE BOsT.
@) 6M6TUTWILD Teueu MM QST InHoith &6 LS Feneu oMM mluleTarg eTeiTUeng
aflend: & migeir.
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