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General Instructions: All questions are compulsory.

SECTION - A
Q.1 Tick out the correct option:

1.

il.

iii.

1v.

V1.

Vii.

Viil.

IX.

il.
1il.

v.

If you want to combine two cells, you can use the

(10 x 01 = 10 Marks)

option.

a) Split cells b) Merge cells

option is used to create a table.
a) Split cells b) Merge cells
A 1s like a page.
a) Slide b) Shapes
You can convert plain text into artistic text by using the
a) Slide b) Shapes

ISP stands for
a) Input Save Print

¢) Internet Server Provider
E-Governance is a powertful tool that
a) does not change the paperwork

¢) reduces paperwork

¢) Design tab d) Insert tab

c¢) Cell margins d) Insert table

c) WordArt d) Pictures

tool.

c) WordArt d) Pictures

b) Internet Service Provider
d) Input Service Provider

b) increases paperwork
d) All of these

Different departments of the government share information using

a) G2B interaction
¢) G2E interaction
Harmful program is also called

b) G2G interaction
d) none of these

a) E-mail b) Virus c) Blogging d) Podcasting
A central machine in a network is called ;

a) Electronic b) Carbon ¢) Server d) Virus

The body contains the information sent by the sender.

a) Message b) Sender ¢) Receiver d) Draft
SECTION - B

Q.2 Fill in the blanks:

(10 x 01 =10 Marks)

[Hints: Etiquette, G2C, MS PowerPoint, Borders, Information, E-governance, Digital, Emoticons,

Table, E-mail]

. The lines around a table are called

A presentation is a structured delivery of

E- government is also referred to as the

increases automation of government formalitics.

government.




v. We can make use of to convey emotions like smiles, sadness, etc.

vi. A is defined by its rows and columns.
Vil is a presentation software.
viil. Payment of utility bills comes under category of interaction.

ix. The Word “Netiquette” is derived from two words Net and

X. A quick way to communicate text, attachment 1s through

SECTION -C
Q.3 Write T for True or F for False: (05 x 01 =5 Marks)
i. Table layout has options to change table properties.
1. An object could be inserted in a slide.
i. We should write only in capital letters in an e-mail.
iv. Asset declaration of an individual is an example of G2B interaction.

| ——

1

v. The process of buying and selling goods online is called e-commerce.
SECTION -D
Q.4 Match it: (05 x 01 =5 Marks)
i. Templates a. Pictures, WordArt, Shapes
ii. Objects b. Payment Gateway
iii. Online purchase c. Deleted e-mails
iv. E-mail d. Are-inbuilt
v. Trash e. Can be sent to more than one person
SECTION - E
Q.5 Very short answer the following questions: (05 x 02 = 10 Marks)

i. How do you create table in MS Word?
ii. List any two ways in which we could connect to the internet.
iii. Explain WordArt feature. '
iv. Explain any two general uses of internet.
v. Write the process to insert a shape in a slide.

SECTION - F
Q.6 Answer the following questions: (Any Two) (02 x 05 =10 Marks)

i. Write down the steps on how to delete a cell in a table.
il. List any five netiquettes.
iii. What is e-mail? Name some features of e-mail.
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