Practical Questions:

Q. Load Microsoft Word & type the following text and do the following tasks:

Television

How does television affect our lives? It can be very helpful to people who carefully
choose the shows that they watch. Television can increase our knowledge of the
outside world, there are high quality programmers that helps us to understand many
fields of study, science, medicine, the arts and so on. Moreover, television benefits very
old people, who can't often leave the house as well as patients in hospitals. It also

offers non native speakers the advantage of daily informal language practice. They can
increase their vocabulary and practice listening.

On the other hand, there are several serious disadvantages of television. Of course, it
provides us with a pleasant way to relax and spend our free time, but in some
countries, people watch the 'blood tube' for an average of six hours or more a day.
Many children stare at a television screen for more hours each day than they do
anything else including studying & sleeping. It's clear that the tube has a powerful
influence on their lives and that its influence if often negative.

Save your work as “Television” on Desktop.

Set the heading : Font Times New Roman Size 18, align centre & Bold,

Set the remaining text with font Calibri & size 12

Underline the heading & change all letters to uppercase

Run the spell checker.

Apply indentation to the first line of the second paragraph

Change the line spacing of the paragraphs to 1.5.

Replace the word “screen” with monitor.

. Apply a 6pt width page border to the document

10.Change the Page orientation to Landscape
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Q. Type the given text in similar format using list in the word:

1. Select the first, then hold CTRL whilst selecting the rest
> Right click on them
> Double click on them
> Use the TAB button
2. How do you get capital letters using just one finger?
* Use the SHIFT LOCK key
* Use the TAB key
* Use the ESCAPE key
* Use the CTRL key

3. What is the short cut for copying data to the clipboard?

e CIRL+C

e CTRL+X

e CIRL+Z

« CTRL+V
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F irstmlqam?

Q. Create a table as shown below.

S;tu(_icnt Name M_arksl '

_Last Name |

1. Enter the detail in the table /

2. Insert one row after Marks 2 and name its heading as Total

3. Calculate total of Marks1 & Marks2 and enter in Total Column
4. Bold the Student Name, Marks1, Marks?2 , & Total

Q. Type the following text in Hindi using UNICODE
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Q. Send a letter to your classmates using mail merge.

Q. Write about introduction of computer and insert pictures related to it.

Q. Open Microsoft Excel and perform the following

J Input experimental data into Microsoft Excel worksheet.

. Properly format and organize data inserted.

. Perform calculations in Microsoft Excel using formulas and various built-in
functions.

. Generate simple and effective tables and graphs to describe experimental dat.
in Microsoft Excel.

. Integrate both graphs and tables created in Microsoft Excel into Microsoft Word
document.

Q. Present Power Point Slides to explain various input devices
Q. Present Power Point Slides to exp'ain various output devices

Q. Present Power Point Slides to show various tourist places of Madhya Pradesh.
Q. Apply text and slide transitions

Q. Insert image & sound file in Presentation



Practical Questions:

Q. Create New Databasc name “student” (with relevant data type) and add following

records:

Roll NO FNAME | SNAME CITY COURSE | FEE DEPOSITED
100 ANIL VRCE | BHOPAL DCA 1000.00
101 SUNIL RANA | DELHI DCA 500.00
102 MEHUL | KOSHIK | BOMBAY PGDCA 1500.00
104 MADHURI | CHANDI | PATNA BCA 1200.00
105 PRMOD | MEHRA | NAGPUR DCA 2000.00
106 SANDIP | DHEER |NAGPUR PGDCA 1200.00
107 SHIVANI VIRAR | SURAT PGDCA 1000.00
108 KRANTI | NEHRU |DELHI DCA 500.00
109 MINU POWAI | BHOPAL PGDCA 700.00
110 VINOD SINHA | BHOPAL BCA 800.00

Perform the following operation on above database:

e To display all records in the database

e To display records based on some conditions
e To display the structure of the database

e To display FNAME and city whose course name is DCA

To delete current record

To delete records based on some condition

To delete all the records in current database

To replace all BOMBAY with MUMBAI

To give details of FNAME & SNAME having fees deposited between 1400 and 3000.

Modify the table and add one more field "INSTITUTE_NAME" and fill the data
Sort/Index with City

Sort/Index with FNAME & SNAME

To count the number of records in the database

To calculate the total fees deposited

To input records and add them in the database

Find the name of the student who deposited minimum fees

To Display the sum of fees deposited by all DCA students

To Display the sum of fees deposited in each course

Add one more column “FINE” in table and insert 50 Rs in each record.

Add one more column “TOTAL” in table and update the table as TOTAL =
FEE_DEPOSITED + FINE

Delete the column “TOTAL”

Create two tables with attribute of your choice and perform the Join operation
Create form to Input data using various controls
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