




















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. 

 

My name is Sngeeta. My father name is Rajinder Singh. My mother name is 

Satish devi. I have an elder brother. he is married and has a little daughter. I 

am 25 years old. I completed my post graduation from Maharanapratap 

collage. I got married last year. My husband name is SukhwinderSingh. He is 

a shopkeeper. Now I am learing computer course .let me tell you  about my 

hobbies. MY hobbies is travelling and listing music. 

Q6 b)Write steps regarding followings       
 To change the font style       
 Click Format>Text Styles. 

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

Repeat this process for other views. 

 

 To change the font Size 

Select the text or cells with text you want to change. To select all text in a Word 
document, press Ctrl + A. 

On the Home tab, click the font size in the Font Size box. You can also type in any size 

you want, within the following limits: 

 

 To change the font color 

Select the text that you want to change. 

On the Home tab, in the Font group, choose the arrow next to Font Color, and then select a 
color. You can also use the formatting options on the Mini toolbar to quickly format text. The 
Mini toolbar appears automatically when you select text. 

  

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

 Click the Home tab. In the Font group, click the Text Highlight button. Word is now in 

Highlighting mode. Drag the mouse over the text you want to highlight 



Q7. Create a file in MS word for the following document and save it with file name ‘ms 

_word’  . describe all steps involved in it.        

 MS word 

MS Word is a widely used commercial word processor developed 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 save  

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

 

Equations 

x
2 

+   Y
5

 = 30 

        z3 +     Q4    = 50 

A
2    

+ 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 

name ‘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 



 

Q10. Create a file in Ms –word to insert a table in the document. 

Describe all steps involved in it. 

 

 

1. Click insert> table and move the cursor over 

2. The grid until you highlight the number of columns and rows 

you want. 

3. Then select ok. 

 

 

     

     

     

     

     



Name Marks
1 n1 60
2 n2 70 90
3 n3 80 40
4 n4 90
5 n5 40
6 n6 50
7 n7 77
8 n8 44
9 n9 88

10 n10 55
654

65.4
90
40

CALCUATE THE FOLLOWING THINGS OF RANGE (C2:C11) OF DATA IN THE WORKSHEET CREATED IN QUESTION  10.
THE SUM RANGE CELLS(C3:C12)654
average the range of cells(C3:c12)65.4
highest marks in na range of cells(C3:C12)90
minimum marks in a range of cells(C3:C12)40



CALCUATE THE FOLLOWING THINGS OF RANGE (C2:C11) OF DATA IN THE WORKSHEET CREATED IN QUESTION  10.



roll.no name marks
1 n1 60
2 n2 70
3 n3 80
4 n4 90
5 n5 40
6 n6 50
7 n7 77
8 n8 44
9 n9 88

10 n10 55
65.4



Maharana Pratap National College

Sangeeta



Bio- Data

• My name is sangeeta

• My father name is rajinder singh

• My mother name is Satish devi

• My brother name is vishal lamba

• I live in jalal



Q19. Describe the syntax of the following statements 

a) If –else statement 

if (condition) { 
  // block of code to be executed if the condition is true 
} 

The else statement specifies a block of code to be executed if the condition is 

false: 

if (condition) { 
  // block of code to be executed if the condition is true 
} else { 
  // block of code to be executed if the condition is false 
} 

The else if statement specifies a new condition if the first condition is false: 

if (condition1) { 
  // block of code to be executed if condition1 is true 
} else if (condition2) { 
  // block of code to be executed if the condition1 is false and 
condition2 is true 
} else { 
  // block of code to be executed if the condition1 is false and 
condition2 is false 
} 

b) for loop 

#include <stdio.h> 

  

int main () { 

 

   int a; 

  

   /* for loop execution */ 

   for( a = 10; a < 20; a = a + 1 ){ 

      printf("value of a: %d\n", a); 

   } 

  

   return 0; 

} 

c) while loop 

#include <stdio.h> 

  

int main () { 

 

   /* local variable definition */ 

   int a = 10; 

 

   /* while loop execution */ 

   while( a < 20 ) { 

      printf("value of a: %d\n", a); 



      a++; 

   } 

  

   return 0; 

} 

d) do-while loop 

#include <stdio.h> 

  

int main () { 

 

   /* local variable definition */ 

   int a = 10; 

 

   /* do loop execution */ 

   do { 

      printf("value of a: %d\n", a); 

      a = a + 1; 

   }while( a < 20 ); 

  

   return 0; 

} 

 



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

Segment (A) 

 

Segment (B) 

 

Segment (C) 
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