M 12th Class Summer Holiday Homework

Computer Science (dfu@ag AféA) - MS Office & Python

Instructions (geTfE3):

« 9T aH IHEId &csd ffg Ag 831« Use English + Punjabi where needed.
- fg39 €3 Jar BarG| « Write neatly and do not copy. + Practice MS Office shortcuts & Python functions.

Page 1: MS Office Shortcuts & Proofing
Part-1: MS Office Shortcuts (MS Office AT dcdcH)

1.

What is the shortcut key to save a document in MS Word?
(MS Word &9 TA3<H AT 996 S8 Argeac af 9?) a)Ctrl+S b)Ctrl+ P ¢) Ctrl + C

Which shortcut is used to print a document?
(cH3=H fic a9s & fagz Ardeae eafamrAerd?) a)Ctrl+S b)Ctrl+ P ¢) Ctrl +V

Which shortcut key is used to open Spelling & Grammar dialog box in MS Word?
(MS Word f&9 Spelling & Grammar TSI '9H 58 € fdgaT racde =3f3mr AT I7?)

a)F5 b)F7 ¢)F9 d)F11

Which shortcut is used to select all text in a document?
(TH3= &g Argr Sarc ABaT a9& BH fagz Ardcae 9?) a) Ctrl+ A b) Ctrl+ X ¢)Ctrl+Z

Part-2: Python Functions (Python SJH®)

5.

What is the difference between min() and max() functions in Python?
(Python &g min() W3 max() Sars &g 294 faul)

What does the sum() function do in Python?
(Python f&g sum() Se ot S/ger I7?)

Write the syntax of a user-defined function in Python.

(Python <5 gra-f3adias SaHa ©F syntax &H1)
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M 12th Class Summer Holiday Homework

Computer Science (dfu@ag AféA) - MS Office & Python
Page 2: Number System & Python Modules
Part-3: $99 fAAEH (Number System)

8. Convert (25), to binary.
((25)10 & SISt T =e81) Answer:

9. What is the decimal equivalent of (1111),?
(1111), T IAHS SI=I & I?) Answer:

10. How many digits are used in Octal number system?

(Wigew &9 e R A& Wis =93 AR I87?) a)2 b)8 c) 10 d)16
Part-4: Python Modules (Python #f38%)

11. What is a module in Python?
(Python fB Af3E3 =t I7)

12. Name any two built-in modules in Python.
(Python fB &t < fage-fos Af3s © & f531)

13. How do you import a module in Python?

(Python f3T Nf3Es félge fa? ader I7)
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M 12th Class Summer Holiday Homework

Computer Science (dfu@ag AféA) - MS Office & Python
Page 3: Project Work & Practice
Part-5: l-f'ﬁa‘c’ TJd (Project Work)

Complete the following tasks in your homework notebook:

14. Write any 10 important shortcut keys of MS Word with their functions.
(MS Word 2 J€t 10 HI32YIs HIcae W3 8% € o &)

15. Create a Python program using min(), max() and sum() functions.
(min(), max() W3 sum() SIHE =3 & & Python Yara™H S=781)

16. Convert the following numbers: (45)4, to binary, (1101), to decimal.
((45)0 & T8t FfE 3 (1101), § 3AHS R =5e8))

17. Write the difference between built-in functions and user-defined functions with examples.
(foe-fes dams W3 gra-3edias dans K g9 Geraas &3 )

\ Project Tips: Practice on computer « Write output also ¢ Use colours in tables

Part-6: WS € HJ3TUIS IS (Important Points for Practice)

¢ Memorize important MS Word and MS Excel shortcut keys
(MS Word %3 MS Excel € HI32Yds HITIC WE d3)

¢ Practice Number System conversions (Decimal < Binary <> Octal < Hex)
(559 fHACH Ja2dda T WisWH &3)

¢ Learn built-in Python functions: min(), max(), sum(), len(), type()
(Python = fage-fis dans fifd)

¢ Understand how to import and use Python modules

(Python Rf38% filge w3 =93 fil)

“% Student Details / fefenrast 9=

&™H (Name):
FBH (Class): 12th I8 =9 (Roll No):
3 (Date): AIS:

Complete all work neatly in your Computer Science Homework Notebook
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