M 12th Class Summer Holiday Homework

Computer Science (Sfu@cg AfEA) - MS Office + Networking

Instructions (geTf&3):

« AgT dH JHEId &cgd ffg Aig 891« Use English + Punjabi where needed.
« Agede did, Proofing, Networking Devices W3 Media &e aJ|  » Write neatly.

Page 1: A/g<d< I (Shortcut Keys)
1. Save a document (A3 =H A< II& Bt

Answer:

2. Print a document (SA3<H fijc 59 Bdh)
Answer:

3. Select All text (A9 2aHc RS 96 SH)
Answer:

4. Copy selected text (Ffenr Sare it ads B8t
Answer:

5. Paste copied text (et i3T SaAc Ure S9& S5
Answer:

6. Undo last action (wedt aH TUR 3T BH)
Answer:

7. Open Spelling & Grammar dialog box (Spelling & Grammar 3E&d1 STdH QQE Z&)
Answer:
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M 12th Class Summer Holiday Homework

Computer Science (Sfu@cg AfEA) - MS Office + Networking
Page 2: Proofing W3 Formatting

8. What is Proofing in MS Word? Write any two features.
(MS Word f&3 Proofing st 37 a8t 2 ferms=t f&31)

9. What is the difference between Spelling and Grammar check?
(Spelling W3 Grammar T &9 g9 f&3)

10. What is AutoCorrect in MS Word?
(MS Word &g AutoCorrect st 3?)

Page 2: Page Setup W3 Print

11. What is Page Setup in MS Word? Why is it important?
(MS Word f<g Page Setup af 37 feg fa€ HI3=Uss I3?)

12. What is the use of Print Preview?
(Print Preview T st @Utiar 37)

13. Write the difference between Portrait and Landscape orientation.
(Portrait w3 Landscape §dMicrs &g a3« f&a)
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M 12th Class Summer Holiday Homework

Computer Science (Sfu@cg AfEA) - MS Office + Networking
Page 3: &'cedfdal f3=difid (Networking Devices)

14. What is the difference between Hub and Switch?
(Hub w3 Switch &g gg= f&a1)

15. What is the function of a Router in a network?
(Router T g &t 3?)

16. What is the difference between Bridge and Gateway?
(Bridge W3 Gateway S5 g3 f59)

Page 3: TAMHIS HIFM™ (Transmission Media)

17. Write the difference between Twisted Pair, Coaxial Cable and Fiber Optic cable.
(Twisted Pair, Coaxial Cable w3 Fiber Optic 355 <9 234 f5a|)

18. What is Guided Media and Unguided Media? Give one example of each.
(Guided Media W3 Unguided Media st 32 I3 i € ffq §vragas fe61)
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M 12th Class Summer Holiday Homework

Computer Science (Sfu@cg AfEA) - MS Office + Networking
Page 4: yride <39 (Project Work)
Complete the following tasks in your homework notebook:
(et IHeIS Segd g I B s yd 1)

19. Write any 10 important MS Word shortcut keys with their functions.
(€ 10 HIZTYIS MS Word HrIede e w3 85 T afH f&dl)

20. Draw and label any 4 Networking Devices (Hub, Switch, Router, Bridge).
(T 4 Seeafdar 3 v 539 26 W3 353 JJ)

Page 4: Hd3<Ud& 313 oe 91 (Important Points)

*  F7 — Spelling & Grammar 3754l S'9H 58 J

* Router — Connects different networks and routes data

¢  Fiber Optic — Fastest guided media (uses light)

¢ Switch — Intelligent device, sends data only to destination

*  Proofing tool checks spelling, grammar and formatting errors

“% Student Details / fefenrast 2g=

&™ (Name):
d8TH (Class): 12th I8 =9 (Roll No):
379 (Date): HIS:
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