


















Q6.a) create a file in MS- word to insert a paragraph about yourself 

and save it with file name “yourself”. Describe all steps involved in it. 

Ans- MY name is Sukhwinder singh. I am 24 years olds I am learning in 

computer course I am walk in daily 6:00 clock My hobbies are Football 

MY Qualification in 12th class I have many friends My best is Puneet 

kumar  I am shopkeeper I am running daily morning walk  

Q6.b) Write steps reading followings  

TO change the font style  

1. Click Format > Text Styles. 

2. In the Item to Change list, click All, then select the font, size, or color you want for all 
text in the current view. ... 

3. Repeat this process for other views. 

To change the font size 

1. On your device, open the Settings app. 

2. Search and select Font size. 

3. To change your preferred font size, move the slider left or right.  

 

To change the font color 

Go to Format > Font > Font. + D to open the Font dialog box. Select the arrow next to 

Font color, and then choose a color. 

To highlight (in yellow )the line reads “need to get IMS’s 

address”. 

 Make sure that all words are spelled correctly. 

 Try different keywords. 

 Try more general keywords. 

 Try fewer keywords. 

 

 



Q7. Create a file in MS word for the following 

document  and save it with file ‘ms _word’ . describe all 

steps involved in it. 

 MS Word                                                                                         

Ms Word is a widely used commercial word processor 

developed by Microsoft. 

MS word is application software, which is capable of 

   Creating, 

   Editing, 

   Saving, and 

   Printing  any type of document 
 

 



Q8. Create a file in MS-word for the following document and   

Save it with file name ‘equations.’ Describe all steps involved in  

It. 

  

Equations 

X2  +Y5  =30 

 Z3  +  Q4  =50 

A2 +B8  =X2 +Y8 



 Q9. Create a file in MS-word that convert existing highlight text to 

table as shown below and save it as file ‘text –to –table’. Describe all 

steps involved in it. 

Select the text you want to convert. 

Select the Insert tab. 

Click on Table command.  A dialog box appears. 

Click on Convert Text to Table,  a new dialog box appears 

Here set number of columns. 

Click on OK Finally Selected text convert in a table 

 

Select the text you want to 
convert. 

Select the Insert tab. 

Click on Table command.  A 
dialog box appears. 

Click on Convert Text to Table,  
a new dialog box appears 

Here set number of columns. Click on OK Finally Selected 
text convert in a table 

 



     B      C
1 Name Marks
2 n1 60
3 n2 70
4 n3 80
5 n4 90
6 n5 40
7 n6 50
8 n7 77
9 n8 44

10 n9 88
11 n10 55

Sum 654
Minimum 40
Average 65.4
Highest 90

Book1
Q11. Create a following work sheet in MS-excel and save it with name 'book1'.



Q11. Create a following work sheet in MS-excel and save it with name 'book1'.





Government  Sen. Secondery
School Jalal  (Bathinda)

Sukhwinder Singh



Bio data

• My name is sukhwinder singh

• My father name is Ajmer singh

• My mother name is Santosh Saini

• My wife’s name is Kajal Lamba

• I am learning computer Course



Q. 20. Find the output of the following program segments. 

Segment (A) 

 

Segment (B) 

 

Segment (C) 

 


