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I. Fill in the Blanks:
Ans. 	1. Software		
2. Applications		
3. Photo-Editing
II. Answer the following questions:
1. What is a software? Name its types.
Ans.	A Software is a set of programs and procedures that are used to help in the performance of different operations on a computer. System Software and Application Software are two types of software.

2. Explain hardware.
Ans. Computer hardware includes the physical parts or components of a computer that you can see and touch. For example, Mouse, Monitor etc. 

3. What is an Operating System? Give an example.
Ans.  The Operating System is the first program loaded on to the memory when the computer is turned ON. Without it, you cannot use any Application Software. Windows is one of the most popular Operating Systems.

III. State true or false
Ans. 	1. True	2. True	3. False	4. True	5. False
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I. Answer the following questions:
1. What is an E-mail? Name any two E-mail service providers.
Ans. E-mail stands for Electronic Mail that is sent electronically from one computer to another over the internet. Examples: Yahoo, Gmail are the E-mail service providers.

2. Name the three main parts of an E-mail message.
Ans. Header, Body and Footer are the three main parts of an E-mail message.
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I. Answer the following questions:
1. Explain the “If” function.
Ans.  The IF statement checks the condition first and then decides whether to perform a ‘true_action’ or ‘false_action’. The formula is, = IF (condition, true_action, false_action)

2. What is the function library?
Ans.  Function Library is a collection of different functions available in Formula Tab. To invoke Function Library:
1. Click the Insert Function button → Select the Category and your choice function → Click on OK button.
2. Fill the Arguments in the argument boxes, click OK button.

3. How can you generate numbers serially? Explain with steps.
Ans.  1. Type the first two numbers of the series in two adjacent cells.
2. Select both the cells.
3. Move the cursor to the right-hand bottom side of the cell to get the Fill Handle (+).
4. Click on the Fill Handle (+) and drag it to the required cell number.
5. The numbers will be generated serially.

4. Explain the “OR” function.
Ans.  The OR ( ) Function returns True if any of the conditions are True and returns False if all conditions are False. The formula is, =IF(or(condition 1, condition 2), True Statement, False statement)
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II. Fill in the blanks:
Ans.	1. AND		
2. Excel		
3. Two

III. Match the following:
Ans.	1.  b		2.  a 
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I. Answer the following questions:
1. What are the two ways of sorting a data?
Ans. The data can be sorted either alphabetically (A, B, C, D, ......) or numerically (1, 2, 3, 4, .......) and further can be sorted in the ascending order (1,2,3, 4,.........../A,B,C,D,.........Z) ordes cending order (9,8,7,6,........ or Z,Y,X,W,...........A).
2. What do you mean by filtering data?
Ans.  While working with a large set of data, it is difficult to get specific data. In MS-Excel, filtering displays the data as per your requirement and hides the rest of the data temporarily.

3. How will you remove a filter?
Ans.  To remove the filter to get the complete data back once again:
         Click on the Data Tab → Select the Filter option from Sort and Filter group.

II. Fill in the blanks:
Ans.  1. Filter		
2. Sort and Filter		
3. Ascending		
4. Filter	
      	5. Sorting
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I. Answer the following questions:
1. Name the types of charts.
Ans.  The types of charts in Excel 2016 are Column Chart, Pie Chart, Bar Chart, Treemap, Sunburst, Waterfall, Histogram, Pareto and Box & Whisker. 
2. How many chart tools are available? Name them.
Ans. Click on the chart tools to get them on the Ribbon. They are available in the following two tabs: 
1. Design Tab: Tools for editing Chart types, Data switch over, Chart Layouts, Chart Styles and Move chart.
2. Format Tab: It is used for formatting Axis Titles. Tools are available in various groups like Current Selection, Shape Styles, Word Art Styles, Arrange and Size.


II. Fill in the blanks:
Ans.	1. Charts		
2. Column		
3. Pie chart
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I. Answer the following questions:
1. Why is a printout needed?
Ans. The screen displays the information only as long as the computer is ON. Therefore, sometimes it is convenient to have a printout of the worksheet.
2. What is the advantage of the Print Preview?
Ans. The Print Preview shows how a worksheet will look when we print it on paper. This will help us to make last minute changes or adjustments in our worksheets.

II. Fill in blanks:
Ans.	1. Header		
2. Footer		
3. Print Preview
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I. Answer the following questions:
1. What do you mean by the word Presentation? 
Ans. A Presentation is a systematic display of information using text, graphics, video and audio among other things. It can also be a digital and eye- catching way of telling stories. It comprises individual slides arranged in a sequential manner. 

2. What are the steps to change the layout of the slides?
Ans. To change the layout of the slides,
1. Click on New Slide in the slides group. 
2. Click on any slide layout as you wish. 
3. The slide layout you selected is added to the Thumbnails pane. 

3. Write down the steps to add text in a presentation.
Ans. To add text in a presentation, 
          1. Click inside Click to add title box. 
          2. Type your title, for example, My first slide. Similarly add a subtitle. 

II. Match the following:
Ans.	1.  b		2.  d       	3. a 

III. Fill in blanks:
Ans.	1. Presentations
	2. status
	3. Tell me 
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I. Answer the following questions:
1. List any five different Layouts of slides.
Ans.   1. Blank				2. Title slide
	3. Title and Content		4. Content with Caption
	5. Picture with Caption
(Note: students can write any five layouts from page no. 43)

2. What are the two ways by which you can start a slide show presentation?
Ans. On the Slide Show tab, select between From Beginning or From Current
        Slide in the Start Slide Show group. or Press the F5 key on the keyboard. 

3. How would you add a new slide to your presentation?
Ans. On the Home tab, click on the New slide in the Slides group. 

4. How do we duplicate the selected Slide?
Ans. 1. Select the slide you want to duplicate.
         2. On the Home tab, Click on copy and select Duplicate.
OR   Right click on the slide and select Duplicate slide. 

II. Fill in blanks:
Ans.	1. Presentation		2. placeholder
	3. duplicate			4. Slide show view

III. Match the following:
Ans.	1.  b		2.  a          3. d       4. c 
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I. Answer the following questions:
1. List the steps to add a Text box in PowerPoint.
Ans. To add additional text box to your slide, 
1. On the Insert tab, select Text Box in the Text group. 
2. On the slide pane click on the desired place to add text box.
 	3. Start typing within the Text box. 

2. What are Quick Styles? List the steps to add Quick Styles. 
Ans. Quick styles are a combination of different formatting options.
	1. Select the text.
	2. On the Home tab, click on Quick Styles in the Drawing group.
	3. A drop- down menu appears with different styles. 
	4. Choose the desired style and it is applied to the text. 

II. Fill in the blanks:
Ans.	1. Text placeholder 
	2. Paragraph
	3. Quick Styles
	4. WordArt
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I. Answer the following questions:
1.  What are the steps to apply Pattern fill to the slide?
Ans. To apply pattern fill, 
1. Select the slide of whose background you wish to change. 
2. Right click on the slide and select Format Background. 
3. Select Pattern fill and choose from the different patterns under Pattern.
 4. To apply same pattern to all slides, click on Apply to All option. 

2.  What are the steps to apply Solid Colour to the slide?
Ans. 1. Select the slide to apply Solid colour.
	2. In Format Background window, select Solid Fill.
	3. Click on the Color to view the different colours.
	4. Choose the desired colour and it is applied to the current slide. 

3.  What are the steps to apply Theme to the slide?
Ans. 1. Select the slide on which you want to apply a theme.
	2. On the Design tab, click on the Themes group.
	3. Choose from the different themes and apply it to the slide.
	4. To apply same theme to all slides, select Apply to All option.

4.  What are the steps to apply Gradient fill to the slide?
Ans. 1.Select the slide on which you want to apply a Gradient fill. 
	2. On the Format Background window, select Gradient Fill and click on the Preset gradients.
	3. Adjust Type, Direction, Angle and color of the gradient.
	4. To apply same gradient to all slides, select Apply to All option.


II. Fill in the blanks:
Ans.	1. White
	2. Gradient
	3. Format Background
	4. Theme
	5. Transparency 
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I. Fill in the blanks:
Ans.	1. Relational Operators
	2. Operands
	3. Precedence

II. Answer the following questions:
1.  What is operator? Explain any Logical operators.
Ans. Operators are symbols that perform arithmetic and logical operators on
        operands and provide a meaningful result. An operator needs one or
        more operands to perform any operations. 
        Logical operators yield true or false depending upon the outcome of
        different expressions. The different types of logical operators are and, 
        or and not. 

2.  What is an Arithmetic operator? 
Ans. The arithmetic operators are used to perform basic mathematical calculations, i.e. Addition (+), Subtraction (-), Multiplication (*), Division (/), etc. The Arithmetic operators are further classified as Unary operator and Binary operator. 
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I. Fill in the blanks:
Ans.	1. List
	2. And
	3. Replication
II. Answer the following questions:
1.  Explain any two operators.
Ans. String Operators: String operators work on the string values. These are of two types Concatenation which joins two string values and Replication used to repeat a string for a number of times. 
	Membership operators: Membership operator play an important role in controlling the working of a loop. There are two membership operators, in and not in.
2.  Explain comments in Python.
Ans. Comments are the statements that are added to a program with the purpose of making the code easier to understand. If comments are added in Python program, it will not show the text written in the comments in the output. Although comments are optional, they are needed from the user’s perspective. 
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I. Fill in the blanks:
Ans.	1. The Conditional statements 		2. ‘or’

II. Answer the following questions:
1.  What are the different types of control structures?
Ans. The different types of control structures are, Sequential statement, Conditional statements, Iterative statements, etc.
(Note: Students can write any number of control structures from the lesson)

2.  Explain the use of if… control structures?
Ans. The if….else control structure is used when either of the two different actions is to be performed depending upon the result of the conditional expression. It contains two blocks of statements. For example, you can go out to play ‘if’ it doesn’t rain else you have to play indoor games.
	Syntax: if<condition>:
		    Statement 1
		    Else:
[bookmark: _heading=h.gjdgxs]		    Statement 2 
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