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A. Fill ups 
1. …….. packages are used to store and reuse data in an organised way. 
2. C++ is a ……… purpose language which can be used for more tasks. 
3. Tabs are a paragraph formatting feature used to ……….. 
4. A paragraph can be formatted by using…….. . 
5. In Ms word a file is saved with……… extension. 
6. Write any one system software. 
7. Write any 2 desktop publishing package. 
8. An …….. does not convert program into machine code format instead of directs the CPU 

to obey each program statement. 
9. To open a new document, you can press: ……………. 
10. A quick access toolbar includes …………..,……………. and……………….  Commands by default. 

 
B. True/False: 
1. A computer processes enormous amount of data and converts it into information that is 

useful to the end user.                T/F 
2. Application programs usually require an operating system to function.           T/F 
3. To use copy and paste, word makes use of temporary memory which is called clipboard.      

T/F 
4. In word document ,misspelt or misused , as well as grammar errors can be identified.    T/F 
5. An interpreter is different from compiler and assembler              T/F 

 
 
 

 
6. Write a short note on utilities. 
7. What is system software? 
8. What is software? What is a readymade software? Give examples. 
9. What  are the types of application software? 
10. How is clip art is used in word document? 
11. What is an operating system? 
12. Give some programming languages and their purpose. 
13. Write steps to insert text in ms-word. 
14. Write steps to cut a text in ms- word. 
15. How we check spelling and grammer mistakes in ms-word 
16. Write steps to insert line spacing 
17. Why we use bullets and numbering? 
18. How can we convert a text into bold and italics? 


