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INSTRUCTIONS:

1} The Question Paper consists of 23 questions.

2) Marks for each question are indicated against It

1) Answer each Part ona fresh page.

4) All questions are compulsory, Intemal choice is clearly indicated.

53 SECTION — A: Question Nos. | to 3 are MO s, Question Mos. 6 — 7 are to be answered in one
word or Phrase and are of 1 mark each.

6) SECTION — B: Questions should be answered in about 30 words each and are of 2 marks each.
7} SECTION - C: Questions should be answered in about 60 words each and are of 3 marks each.
&) SECTION — I Questions should be answered in about 100 words each and are of 4 marks each.

SR.NO. SECTION A MARKS |

1 What is the purpose of the Page Colour option in the Design tab |
inMS Word 20137

a) To change the font colour

b) To change the background colour of the page
¢) To apply shading to text

d) To add a table

2 The Polygon Tool in CorelDraw is used to create: |
a) A star or polygonal shapes
b) A curve

¢) Basic shapes

d) Text objects

3 Which of the following tools in CorelDraw is used to select and I
move ohjects?
a) Rectangle Tool

b) Pick Tool
¢) Text Tool
d) Eraser Tool
q Which menu is used to create a ledger in Tally? i
a) Gateway of Tally = Accounts Info > Ledgers > Create
b) Gateway of Tally > Display = Ledger -
¢) Gateway of Tally > Inventory In fo > Ledger
‘d) None of the above ]
5 Which tool allows freehand drawing in CorelDraw? 1

a) Rectangle Tool




b) Ellipse Tool
¢) Freehand Tool
d) Text Tool

& Which voucher is used to record cash payments in Tally?
7 What is Watermark in MS Word 20137
SECTION B
8 Wrile the steps to insert header to a page in MS Word 2013, 2
9 | Write the steps o change the size of a page in M3 Word 2013 =
18 What are the different types of effects in artistic media tool in 2
CorelDrawT (Any 4)
11 What is an Ellipse? Wrile the steps to draw an ellipse in Coral 2
draw.
12 How to add a drop shadow in Cural draw? 2
13 Write the steps to it text to a path in Coral draw. 2
14 Write the steps to start the Taliy software, 2
15 | State any four types of vouchers in Tally software. 2
 SECTIONC
16 What is Hyphenation? Write the steps to set Hyphenation on in L)
MS Word 2013,
17 Write the steps to apply page border to the document in MS Word 3
2013,
18 How to contour an object in CorelDraw? 3
19 What is Shape Tool? Write the steps to change the shape of an 3
object in Coral draw.
20 Explain the types of accounts in Tally with their polden rules of 3
accounting.
' SECTION I
21 Write the steps to add text as a watermark to a document MS 4
Word 2013.
OR
What is Date and Time? Write the steps to add Date and Time in
the document in MS Word 2013,
22 What i3 blend tool? Write the steps to blend objects along a A
siraight line in Coral draw.
OR
What is Coral draw? Explain the any four screen detwls in Coral
Draw.
23 Write the steps to create company in Tally. 4
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