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   CO BL 
Q.1(a) List and explain some important characteristics of a computer. [2] 1 2 
Q.1(b) List the key hardware technologies used in building computer of each of the five 

generations. 
[3] 1 3 

     
     

Q.2(a) What is a control panel? Explain its various features. [2] 2 3 
Q.2(b) How many types of storage a computer system normally uses? Justify the need for 

each storage type. 
[3] 3 2 

     
     

Q.3(a) What are the page layout orientation setting are available in MS-Word document? [2] 1 3 
Q.3(b) Write the shortcut key to perform the following task in a MS-Word processing 

software. 
I) To save a document 
ii) To close the document 
iii) To create a new document 

[3] 2 4 

     
     

Q.4(a) What are the different types of alignment of text in MS-Word?  [2] 2 3 
Q.4(b) Explain Mail merge feature in details. [3] 1 4 

     
     

Q.5(a) Write the features of spreadsheet. [2] 1 3 
Q.5(b) What are title bar, Menu bar and formula bar for MS-Excel? [3] 2 4 
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