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1. Fill in the blanks :          [1 X 5=5] 
[Help Box: arrow, Software, Hardware,  Six ,F5] 

A. To navigate in a presentation we use _______________keys or mouse click. 

B. ___________________ is a set of programs which governs smooth operation of the computer system. 

C. _________________are the physical components of computer system which we can touch and feel. 

D. There are _________________variety of shapes are available in the drawing toolbar. 

E. _________________ is the shortcut key to run the presentation in the slide show mode. 

2. Write True or False for the following statements:      [1 x 5=5] 

A. We can change background of slides by using format menu.    ________ 

B. We can use password to protect our presentation.      ________ 

C. Font work allows us to give various effect and styles to the text.    ________ 

D. To navigate in a presentation we use Arrow keys or mouse click.   ________ 

E. Both Hardware and Software are Interdependent.      ________ 

3. Write the name of any two:         [2 x 4=8] 

A. Storage Devices:   ____________________  ____________________ 

B. Input Device:   ____________________  ____________________ 

4. Write the different types of shapes present in drawing toolbar.            [1 x 6=06] 

 a) ________________________________  b) ________________________________ 

 c) ________________________________  d) ________________________________ 

 e) ________________________________  f) ________________________________ 

5. Answer the following questions:              [4 x 4 = 16] 

a) Can we insert Fontwork in Open Office Writer? If yes write the steps.    

Ans. ______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 



 

b)  Write the steps to open/start open office impress.        

Ans. ______________________________________________________________________________ 

__________________________________________________________________________________ 

c) A password can be ____________________ character long and can have _________________,  

________________________ and ____________________________ character.  

d) Write the steps to save a file. 

Ans.  ____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Or 

 Draw any four tools of drawing toolbar .    
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