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I Fill in the blanks






10 X 2

1. Keyboard Short cut for Spelling and Grammar is ____________

2. Keyboard Short cut for Paste command is _________

3. Keyboard Short cut to move to the end of a document file is ___________

4. In windows, deleted items are stored in ________

5. _______ command displays the document exactly as it will be printed

6. In windows, a filename can be up to _____ characters

7. The background picture displayed on desktop is called ______

8. The bar at the bottom of windows Desktop is called _______

9. ______ is the process of loading an operating system to computer memory

10. ASCII stands for ________

II Choose the correct Answer from bracket

10 x 2

1. The main memory is called ________

2. EPROM stands for ______

3. ALU stands for ________

4. Default width of Column in Excel Sheet is _______

5. No. of columns in Excel sheet is _____

6. Cell Address of bottom left Cell (Last cell) in an excel sheet is _____

7. Each file in Excel is called______

8. Keyboard Short cut for Format > Cells Command in Excel is ________

9. ____ command inserts  blank record at the bottom of a database file

10. ____ command is used to undelete the records marked for deletion

III Answer any one of the Following


1 X 10

1. Explain the different characteristics of a computers

2. Write notes on 
a) Clipboard

b) My Computer

