
Chapter 1. Computer System



Convergence of Technologies

 Convergence of technologies is the process by which 

existing technologies merge into new forms that bring 

together different types of media and application,

 for eg. Smart Phone, Smart TV



Few Examples of Convergent 

technologies

 Major technology types that are being converged to form newer 

convergent technologies include the following

 Computer Technology involves technologies like processor, memories, 

networks, operation system etc.

 Communication Technology involves information transfer-

technologies such as communication media, internet, email, mobile 

devices, radio technologies etc.,



➢ ICT (Information and Communication Technology ) involves 

access to information via telecommunication.

IT (information Tech.) & CT (Communication Tech.)

➢ Content Technology involves content driven fields such as 

print media, television radio publishing etc. 

It involves 3D pictures, 3D movies, Live Cricket, news etc.



What is a computer?

 A computer is a group of electronic devices used to 

process data. It can be thought of a combination of 

Hardware and software, which transforms some data

into information.

 Data refers to unprocessed raw data.

 Information refers to processed data that is meaningful.



Functioning of a Computer : IPO Cycle

A computer takes 

an input, carries 

out a process 

upon it, and 

produces an 

output.



Functioning of a Computer : IPO Cycle



Functional components of a 

computer System

 The CPU consists of three basic sections:

 ALU (Arithmetic And Logic Unit) is responsible for 

carrying out arithmetic instructions or logical 

instructions.

 CU (Control Unit) is responsible for controlling the 

execution of instructions.

 Primary Memory or Registers is used to store data and 

instructions being processed.

All these sections along with Input and Output devices are 

connected via a special wires called the system bus.



Functions of Control Unit

 The CPU (Microprocessor) performs the following four steps in executing an 

instruction:

1. The Control unit gets the instructions from the memory.

2. The control unit directs the necessary data to be moved from memory to the ALU.

3. The ALU performs the actual operation on the data.

4. The result of the operation is stored in memory or a register.

 The first two steps make up a the Instruction Time.

 The Last two make up the Execution Time.

 The combination if these two is called a Machine Cycle.



Characteristics of a computer

Strength of Computers

 Speed

 High Storage Capacity

 Accuracy

 Reliability

 Versatility

Weakness of computers

 Lack of Decision 

making Power

 Zero IQ

No Heuristics





Types of Computers
Purpose Wise

Special Purpose 

Computers
 These are designed to 

perform a specific task. 

 The instructions to carry out 
the task are permanently 
stored in the machine. 

 These are not versatile.

General-Purpose 

Computers
 These can work on different 

types of programs input to it 
and thus can be sued in 
countless applications.

 The instructions to carry out 
the task are not permanently 
stored in the machine. 

 These are versatile.



Types of Computers
Principle of Operation Wise

Analog Computers

▪ These Computers work 

with continuous physical 

quantities such as voltage, 

current, temperature etc.

▪ Poor accuracy as 

compared to digital 

counterparts

▪ Used in engineering and 

scientific applications.

Digital Computers

• These Computers work 

with discontinuous data 

converted into binary 

form.

• Faster and accurate

▪ Used in business and 

scientific applications.

Hybrid Computers

• Combination of both 

digital and analogy 

computers.

• Used in hospitals to 

monitor patients vital 

signs and weather 

forecasting



Types of Digital Computers

1. Embedded Computers

These computers are in the form of tiny 

chips embedded within the circuitry of 

appliances such as television, washing 

machines and wrist watches.



2. Microcomputer/ Personal Computer(PCs)

These are single user, single microprocessor, designed for performing basic operations 

like education, training, small business etc. They can be further categorised as

1. Mobile Computers : (Ex Smartphones)

2. Portable PCs (Ex LAPTOP, NOTEBOOKS, PDA)

3. Desktop PCs 

4. Workstations : Workstations are similar to personal computers but have greater memory and 

more extensive mathematical abilities, and are connected to other workstations  to 

exchange data.

Types of Digital Computers



3. Minicomputers : These are mid-range servers, that are more powerful computers than 

micro-computers in terms of procession power and capabilities.(Ex PDP-11, VAX etc..)

Minicomputers are used for scientific and engineering computations, business-transaction 

processing, file handling, and database management, and are often now referred to as small or 

midsize servers.

4. Mainframes : These are designed to handle huge volumes of data and information. 

These possess and work with more than one processor at the same time.(Ex ICL 39, CDC 

6600, VAX 8842, IBM  3090/600. IBM4381 etc.)

They are computers used primarily by large organizations for critical applications; bulk data 

processing, such as census, industry and consumer statistics, enterprise resource planning; and 

transaction processing.

5. Supercomputers : These are the most powerful computers and consists of several 

processor running together making them faster and powerful.(Ex CRAY X-MP-14, PARAM, 

PACE etc..) Used in Weather forecasting, nuclear science research, aerodynamic modelling, 

metrology etc.
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Chapter-1 Computer System 

 

Date: ________________                                                       No of periods______  

 

Type A : Theoretical Questions 

1.  Which of the following is not a characteristic of a computer system? 

 A c. Apply judgements on its own in unknown/ unexpected situations 

2.   Which of the following correctly defines a computer system? 

 A c. Hardware+Software+Data 

3.  Unprocessed raw facts and figures are known as: 

 A c. Data 

4.  In computer science, by information we mean: 

 A b. Processed data put in an intelligent form  

5.  Which of the following activities can a computer system perform with Airlines? 

 A e. All of the above 

6.  What is a computer? How is it a useful device? 

 A A computer is an electronic device that can perform a variety of operations according to a 

set of instructions called program. 

7.  What are strengths and weaknesses of a computer system 

 A Strength of computer: 

1. Speed 

2. High storage capacity 

3. Accuracy 

4. Reliability 

5. Versatility 

Weakness of Computer 

1. Lack of decision making power 

2. Zero IQ 

3. No heuristics 
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8.  What do you understand by IPO cycle? 

A  The process in which a computer takes an input, carries out a process upon it and produces 

an output is known as IPO cycle. 

9.  What are the four basic components of a computer system? 

A  The four basic components of a computer system are 

1. Input Unit 

2. Processing Unit 

3. Output Unit 

4. Storage Unit 

10.  How can computers be classified? 

A  Computers can be classified as: 

1. Purpose wise 

a. Special purpose computers 

b. General purpose computers 

2. Principle of Operation Wise 

a. Analog computers 

b. Digital Computers 

c. Hybrid Computers 

Type B: Application Oriented Questions 

1  Answer the following questions on the basis of the given figure. 

  

  

2.  The diagram shows the main component of a computer system R could represent 

 A b. Printer or screen 

3.  Q represents the central processing unit which consists of  

 A a.Processor and main storage       

4.  Which of the following is not a function of the CPU? 

 A d. File management 
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5.  Draw a diagram to show how these components are connected in an ICT system. 

Process, Input, Output, Backing Store 

 A 

 

6.  For the following situations advise which type of software you would use  

 1 Typing a letter 

 A Word Processor 

 2 Creating a graph 

 A Spreadsheet 

 3 Keeping a list of telephone numbers 

 A Spreadsheet 

 4 Creating a poster 

 A Word Processor 

 5 Creating an original image 

 A Photoshop 

 6 Editing a digital photograph 

 A Photoshop 

 7 Comparing which mobile phone tariff is the best for you 

 A Spreadsheet 

 8 Reading a webpage on the Internet 

 A Web browser 
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Extra Questions 

1  What do you understand by IPO cycle? 

A  The process in which a computer takes an input and carries out a process upon it and 

produces an output is known as IPO cycle. 

2  What are data? What is the output of data processing system? 

A  Data are unprocessed raw facts and figures.  

Information refers to the processed data that is meaningful.  

3  What is a CPU? What role does it play in a computer? 

A  The CPU is the active part of the computer. Its function is to execute programs that are 

stored in the main memory of the computer. It does this by fetching an instruction from 

memory and executing it. It repeats this process to execute all instructions in a program. 

4  Name and explain the basic components of CPU. 

A  The basic components of CPU are 

1. ALU(Arithmetic and logic Unit) 

ALU performs arithmetic operations like addition, subtraction and logical 

operations like less than, greater than and so on. 

2. Registers 

All data is temporarily stored in registers during execution of a program. Registers 

offer very fast memory but very limited in size. 

3. Control Unit 

The control unit of the CPU directs the entire computer system to carry out and 

execute, stored program instruction. 
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Chapter-2 Types of Hardware 

Type A : Theoretical Questions 

1.  A collection of eight bits is called ________. 

 A a. byte 

2.  Which of the following is an example of non-volatile memory? 

 A a.  ROM 

3.  Which of the following is a unit of measurement used with computer system? 

 A d. All of the above 

4.  Which of the following statement is false? 

 A d. None of the above 

5.  What does OCR stand for? 

 A a. Optical Character Reader / b. Optical character Recognition 

6.  Dot Matrix is a type of 

 A c. Printer 

7.  The secondary storage devices can only store data, but they cannot perform: 

 A d. Either of the above 

8.  Which of the following does not represent an I/O device? 

 A a. ALU 

9.  Which of the following is a correct definition of volatile memory? 

 A c. It loses its contents on failure of power supply 
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10.  One thousand bytes represent a 

 A c. Kilobyte 

11.  Large amounts of cheques on floppy disk are further divided into: 

 A b. MICR 

12.  The concentric circle on the floppy disk are further divided into: 

 A  b. sector 

13.  Which of the following storage devices can be used for storing large backup data?  

 A c. Magnetic Tapes 

14.  Control Unit (CU) is called the  

 A b. Nerve center or brain               

15.  What does a storage unit provide? 

 A c. Place to store information 

16.  What are the four basic components of computer? 

 A b. Input devices, processing devices, storage and output devices. 

17.  What are examples of storage devices? 

 A c. Hard-drive, DVD-ROM, flash drive 

18.  What is the processing unit? 

 A a.The brains of the computer 

19.  What does RAM stand for? 

 A c. Random Access Memory 

20.  What kind of information can be found in a ROM? 

 A c. Basic Input/Output system 

21.  Which of the following is soft copy and a hard copy? 

 A 
1. Output on a monitor-Softcopy 

2. Output on a printer-Hard Copy 

24.  What role does the memory play in the functioning of a computer system? 

 A Memory is the internal storage area, which holds data and instructions during processing. 
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27.  When a scanner used for input? Discuss various types of scanners. 

 A 

A scanner creates and electronic form of the printed image, which can be later manipulated, changed 

and modified according to the requirements. 

Different types of scanners are 

1. Hand held Scanner: these are very small scanner which can be held in hand.  

2. Flatbed Scanner: these are larger and more expensive scanner used to create high quality 

images. 

3. Drum Scanner: These are Medium sized scanner with a rolling drum. 

28.  Discuss the functioning of a light pen. 

 A 
Light pen is a light sensitive input device shaped like a pen used to draw on the computer screen or to 

make menu selection. 

31.  Discuss various storage units. 

 

A Various memory measuring units are 

 

Unit Short Name Full Name 

1 Bit Bit Binary Digit 

8 Bits 1 Byte Byte 

1024  Bytes 1 KB Kilo Byte 

1024  KB 1 MB Mega Byte 

1024  MB 1 GB Giga Byte 

1024  GB 1 TB Tera Byte 

1024  TB 1 PB Peta Byte 

1024  PB 1 EB Exa Byte 
 

   

   

   

   



 

4 | P a g e  

 

32.  There are two types of internal memory in computer system. Name and discuss them. 

 

A Two types of internal memory are 

1. RAM-Random Access Memory 

2. ROM-Read Only Memory 

RAM ROM 

It is a form of data storage that can be 

accessed randomly at any time, in any 

order by CPU. 

It is a form of data storage that generally 

stored hardwired instructions for the 

computer to start initially 

RAM contents can be altered as and 

when required 

ROM contents cannot be altered or 

reprogrammed. 

It allows reading and writing. It allows only reading. 

It is a volatile memory. It is a volatile memory. 
 

33.  Compare and contrast internal memory and external memory. 

 

A Internal Memory(Primary or Main memory) is the built in memory which the CPU uses to hold data 

and instructions. The internal memory is temporary and has limited storage capacity. 

External Memory(Auxiliary or secondary storage) is the external storage used by the computer to 

store data and instructions permanently. 

Type B : Application Oriented Questions 

1.  What is the most suitable storage medium for storing an encyclopedia? 

 A CD-ROM 

2.  Which if the following statement is not correct? 

 A RAM stores the instructions for starting up the computer. 

4.  

At the moment when an item is sold at the refreshment kiosk, the item code is keyed in using a 

conventional keypad. During busy period this method is too slow, and queue develop. 

Recommend a more suitable input device. 

 A Concept keyboard can be used 

9.  
A Pupil is researching material for a school project. The pupil has a computer that has a 

CD_ROM drive and access to the Internet. 
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 a. Give one advantage of using the Internet rather that a CD_ROM. 

 A 
Lot of material is available on the Internet, so a pupil can get access to huge resource available on the 

Internet. 

 b. Give one advantage of using a CD_ROM rather than the Internet. 

 

A Accessing information on CD-ROM does not depend on the network connectivity. Accession 

information on the internet is time consuming whereas CD provides limited resource and can be 

accessed quickly and easily. 

10.  
A company is developing a piece of multimedia language software for use in the school. Give two 

reasons why the company decided to issue the software on CD-ROMs and not on floppy disk. 

 

A 1. Nowadays computers do not come with the floppy drive by default. 

2. Multimedia language software cannot be stored on the floppy disk as the storage capacity of 

floppy disk is only 1.44 MB.    

12.  Give one reason why you would not edit a large movie file on a CD-RW. 

 A Accessing data stored on a CD-RW would take more time by the CPU. 

14.  

Write whether the following devices are input, output or storage devices 

Keyboard, CD-ROM, Digital Camera, Graphic digitizer, Hard disk drive, Laser Printer, 

Light pen, Monitor, OMR Reader, RAM, Touchpad 

 A 

1. Input Devices-Keyboard, Digital Camera, Graphic digitizer, Light pen, OMR Reader, 

Touchpad 

2. Output Devices-Laser Printer, Monitor 

3. Storage Devices-CD-ROM, Hard disk drive, RAM   
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Ch 7 : OpenOffice. Org Writer-I 

Type A : Theoretical Questions 

1.  What are the advantages of word processor over typewriter? 

 A The advantages of word processor over typewriter: 

1. Typing text in a word processor becomes speedy. 

2. Any type of corrections can be made easily with the help of editing feature. 

3. Document can be saved as long as desired. The saved document can be retrieved 

whenever desired. 

4. Formatting feature helps the text to appear in any form or style. 

5. Graphics can be incorporated to enhance its usefulness. 

3.  Expand the term WYSIWYG. Why is Writer called a WYSIWYG program? 

 A WYSIWYG stands for What You See Is What You Get. 

Writer is called as WYSIWYG program because the screen shows exactly how the document 

will look when it is printed. 

8.  Define Word Wrap. 

 A Placement of the text going past the right margin to the new line is called Word Wrap. 

9.  Define margins. How can you set these margins in OOo Writer? 

 A Margins refers to the distance from the text to paper’s edge.  

Margins can be set by using page tab of page style dialog box in the format menu. 

10.  What is meant by Indentation? What are the different types of Indents available? 

 A Indentation refers to the to the distance between text boundaries and page margin. Three 

different types of indent are: 

 

1. Positive Indent: In this the text is little inward from the margin. 

2. Negative Indent: The text is little outward from the margin. 

3. Hanging Indent: The text with the hanging indent is little inward from the first line of 

text. 
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12.  What is text alignment? How many ways can you align your text in? 

 A The text alignment refers to the text layout within a paragraph with respect to document 

margin. 

There are 2 types of text alignment 

1. Horizontal alignment: Text alignment with respect to left and right margin. It can be of 

four types. 

i. Left flush alignment 

ii. Right flush alignment 

iii. Centered alignment 

iv. Justified flush alignment 

2. Vertical alignment: The vertical alignment refers to the text alignment with respect to 

top and bottom margin. It can be of three types 

i. Top alignment 

ii. Bottom alignment 

iii. Middle alignment 

13.  What are headers and footers in Writer? Where do they appear in a document? 

 A Header or footer is the text or graphics such as page number, date or company logo that is 

usually printed at the top or bottom of each page in a document. 

Header is printed in the top margin and footer is bottom margin. 

16.  Write short notes on features of paragraph formatting in Writer. 

 A The paragraph formatting involves controlling the appearance of text in a paragraph. 

Some aspects that contribute in paragraph formatting are: 

i. Text alignment 

ii. Tab stops 

iii. Paragraph indentation 

iv. Line spacing  

v. Borders and shading 

Type B : Application Oriented Questions 

2.  A graphic designer has been asked to produce a range of stationary for the TXC 

company. The graphic designer produces a draft in the word processor of what a letter 

the company could look like. 

Complete the sentences using words from this list; 

Centered, left justified, right justified, indented 

 i. The logo at A is __________ . ii. The text at B is ____________ . 



 

8 | P a g e  

 

A i. The logo at A is centered. iii. The text at B is justified/Left. 

4.  Identify the formatting features from the word processor paragraph given below. 

 A i. Heading is center aligned, underlined, bold. 

ii. First line indent is applied to the 1st paragraph. 

iii. Hanging Indent is applied to the 2nd paragraph. 

iv. The text “Linus Torvalds” is in Italic. 

5.  Staff at Expert Motoring use a word processing program to create letters and other 

documents. 

 a. Tick four boxes to indicate which of the following features would help with page setup. 

Record  

Start Up  

Header/ footer  

Page Orientation  

Animation  

Sort  

Margins  

Paper Size  
 

 A Record  

Start Up  

Header/ footer  

Page Orientation  

Animation  

Sort  

Margins  

Paper Size 
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Ch 8 : OpenOffice. Org Writer-II 

Type A : Theoretical Questions 

1.  You can view multiple pages in Page Preview. 

 A a. Yes 

2.  Words that are misspelled appear with a blue wavy underline them as you type  

 A a. False 

3.  To create tabular data, you need to use which of the following features of writer? 

 A a. Tables 

4.  What is the quickest way to create a graphical looking arrow symbol in Writer? 

 A b. Insert block arrow from AutoShapes 

5.  You are printing a page with a large table at the end. You want to turn the page with the 

table on its side. So that it’s wider that it is tall. How do you do that?  
 A a. Change the page orientation to landscape. 

6.  Your document is five pages long. How can you number the upper-right corner if each 

page so that it says, “Page 1 of 5”, “Page 2 of 5”, and so on, whenever its printed?  

 A a. On the format menu, click page option and then click the Header tab and then Align 

Right button on the Formatting toolbar. Then click Insert Menu and select Fields option, 

from this submenu select the desired fields (Page Number, Page Count etc.) 

8.  What are lists? How many different types of lists can you create in Writer? 

 A List feature is used to add bullets or number to a line of text. Two types of lists are 

I. Bulleted list 

II. Numbered List 

9.  What are the advantages of Spell Check feature? 

 A Spell check feature helps to create personal or custom dictionary which can be used to store 

words that are not available in internal dictionary. 

It is also used to produce error free document. 

11.  What are tables? How do you insert them in a Writer document? 

 A A table is an arrangement of text in the form of column and rows. It consists of vertical 

columns and horizontal rows. The intersection of a column and row is called as cell. 

 A table can be useful for enhancing the document. 

Two ways to insert table are: 
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I. To insert table using Table Button. 

II. To insert table using the insert menu. 

15.  Suggest a situation where bulleted lists are more useful than numbered lists? 

 A The use of bulleted lists is an effective way to outline or list items of interest in a writer 

document. Bulleted list is used when the order of the items is unimportant such as a list  of 

computer system requirement. We should use numbered list when the order of the item is 

meaningful, such as a list of steps in a process. 

16.  What is the utility of find and replace in a word processor? 

 A Find and replace option is used to search and replace a particular text or word in the 

document. Different options in the find and replace dialog box are: 

I. Match Case 

II. Whole words only 

17.  In what sense, print preview is useful tool in a word document? 

 A Print preview is used to get an idea as to how the document will look when printed. 

Type B: Application Oriented Questions 

1.  Tick two boxes to show features of a word processor: 

 

The tab key should be used to create a heading  

Word-wrap ensures that you only have to press the <RETURN> 

key at the end of a paragraph. 

 

A spelling checker can be used to check whether you have user 

.there. Instead of their. 

 

The space bar should be used to create a heading  

You can use clipart to illustrate the text.  
 

 A 
The tab key should be used to create a heading  

Word-wrap ensures that you only have to press the <RETURN> key 

at the end of a paragraph. 
 

A spelling checker can be used to check whether you have user .there. 

Instead of their. 

 

The space bar should be used to create a heading  

You can use clipart to illustrate the text.  
 

2.  Suggest how can the following document can be improved and made more presentable? 

 A The document can be improved and made more presentable by: 

I. Applying border and shading 

II. Alignment 

III. Table Autoformat         
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Chapter-3 : Types of Software 
 

Type A : Theoretical Questions 

2.  Define Software. How can computer software be classified? 

 A Software represents the set of programs that govern the operation of a computer system 

and make the hardware run. Software can be classified as 

1. System Software 

2. Application Software. 

3.  Define system software? What are the two categories of system software? 

 A System software refers to the program that control the internal computer operations and 

make the best use of the hardware. System software can be classified as  

1. Operating system 

2. Language processor 

3. Utility software 

5.  Give examples of  

a. OS 

b. Language processor       

 A Examples of 

a. OS- Linux, Windows, Android 

b. Language processor- Compiler, Assembler, Interpreter 

6.  What is application software? What are the three categories of application software? 

 A Application software is the set of programs necessary to carry out operations for a 

specified application. The three categories of application software are 

1. General purpose application software 

2. Specific purpose application software 

3. Customized/Bespoke software 

8.  Write short note on the following 

a. Word processor 

b. Electronic spreadsheet 

c. DBMS 

d. Presentation software   

 A a. Word processor: It is an application program that allows entering, editing, 

formatting and printing text. Word processor can be used to create almost any kind 

of document like term papers, business letters, thesis work, newsletter, report, 

book etc. Examples: MS Word, Oo Writer 

b. Electronic spreadsheet: An electronic spreadsheet is a program that accepts data 

in a tabular form and allows users to manipulate/ calculate/ analyses data in the 
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desired manner. Spreadsheet also allows to generate graphs and charts to show the 

relationship among numbers. Examples: MS-Excel, Oo Calc 

c. Database Management System(DBMS): A DBMS is a package that can create, 

handle and manage bulk of stored data. DBMS refers to a collection of logically 

related data. Examples: MS Access, Oo Base 

d. Presentation software: It is software that can create professional looking visual 

aids. It provides predefined background and some page layouts to assist in the 

creation of computer driven slide show. Examples: MS Power Point, Oo Impress 

9.  Discuss the role of utility software in the context of computer performance. 

 A Utility software are those application programs that assists the computer by performing 

housekeeping functions like 

1. Backing up disk 

2. Scanning/cleaning virus 

3. Managing files/folders 

11.  Why are antivirus software considered important? Give examples of antivirus 

software. 

 A An antivirus software scans the disks for virus and removes them, if any virus is found. 

Ex. Norton antivirus, McAfee antivirus 

14.  What is encryption and decryption? 

 A Encryption refers to the conversion of electronic data into another form, encrypted form 

called ciphertext, which cannot be understood by anyone except authorized parties. 

Decryption is opposite of encryption i.e. converting ciphertext to original form using 

correct key. 

18.  What is Bespoke software? What are the advantages and disadvantages? 

 A Customized/ Bespoke software is tailor-made software according to the user’s 

requirement. 

Advantages of bespoke software are: 

1. The company gets exact software/ system that they need. 

2. The software will work exactly how they want it to work. 

Disadvantages of bespoke software are: 

1. It takes a long time to develop such a system 

2. It costs a great deal of money to develop such a system 

3. There will be little user support and online help. 
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Type B : Application Oriented Questions 

2.  Complete the sentences using words from the list 

The application software, An icon, the operating system, dialog box, the keyword 

 i. When a computer is turned on, the first program to run is Operating System. 

 ii. Software that designs the pamphlets, brochures, etc. is an example of application 

software. 

4.  The operating system of a computer is 

A. Hardware which helps to manage the computer system. 

B. Software which helps to manage the computer system. 

C. Hardware which creates programs for use by the computer system. 

D. Software which creates programs for use by the computer system. 

 A B. Software which helps to manage the computer system. 

5.  Name the software that performs system task other than that of an operating system. 

 A Utility Software 

8.  Below is the list of various types of software 

Database, File Management, Spreadsheet, Word Processing, Encryption, Antivirus. 

Which would be most suitable for 

 i Rotation of Shapes- Word Processing 

 ii. Typing text for a report- Word Processing 

 iii. Replication of cells- Spreadsheet 

 iv. Carrying out a complex calculation on two or more criteria- Spreadsheet 

 v. Storing employee details- Database 

 vi. Organizing files for faster search- File Management 

 vii. Scanning and cleaning a computer for harmful files- Antivirus 
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Chapter-9 : Presentation Tool : OO Impress 

 

Type A : Theoretical Questions 

1.  Fill in the blanks: 

 i. A slide is an electronic page in a presentation. 

 ii. Outline are summarized versions of your slides which display only titles and main 

text. 

 iii. Notes view displays three panes that show the outline, the slide, and an area into which 

you can enter speaker’s notes. 

 iv. In the Background dialog box, click the picture and click open, and click ‘yes’ to 

apply the new background to all slides. 

 v. Select Character option on the Format menu to change the font or style of selected 

text in a slide. 

 vi. Design Template is a set of sample slides with some text and design that give you 

suggestions about the content of your presentation. 

2.  Impress presentation are given extension  

 A d. odp 

3.  Custom Animation is available on the Slide Show menu. 

4.  Which of the following is presentation material? 

 A d. All of the above (Charts, Slides, overheads) 

5.  Which of the following can be one of the components of a slide? 

 A d. All of the above (Titles, Graphs, Clipart) 

6.  Speaker’s notes can be used for reference. True 

7.  You cannot insert Audio and Video on an electronic presentation. - False 
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8.  Which of the following views can you use to show just the slide and its contents? 

 A a. Normal 

9.  Which of the following views can you use to show just the slide and its contents? 

 A a.  Slide View 

12.  What are design templates in Impress? 

 A Design templates are predefined files that contain predefined element-styles for a 

presentation e.g. font and bullet, sizes, placeholder size and position, background and 

color scheme and slide master. 

13.  What are transition effects? 

 A Transition effects are special effects that introduce a slide in a slide show. 

14.  How useful animation is, in context of Slide Shows? 

 A Animations are special sound or visual effects added to the text and other objects in 

slides. Animation helps the audience to focus on the slide show and emphasize on the 

presentation objectives. 

15.  What is presentation graphics? What is its significance? 

 A Presentation graphics is an application software that can create professional looking 

visual aid. It allows us to create materials like charts, graphics, slides, handouts and 

overheads. 

16.  What are various components of a slide? Write their usage. 

 A Various components of slide and their usage are: 

i. Title: A descriptive heading identifying a slide. 

ii. Subtitle: A descriptive message or a brief explanation of the slide data. 

iii. Drawing Objects: These include auto shapes, curves, lines word Art etc. 

iv. Clipart and pictures: OO suite comes with its own set of pictures in the 

Gallery. These pictures are called Clipart or Pictures. 
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17.  What are various views, which you can open your presentation in? 

 A. Different views in which presentation can be opened are: 

i. Normal View: This view displays 3 panes that show the slide pane, the slide 

and a task pane. 

ii. Outline View: This view displays only the text of the presentation in outline, 

allowing you to work easily with the content 

iii. Slide view: It shows you just the slide and its contents. 

iv. Slide Sorter View: It displays the entire set of slides on the screen, so that the 

order and completeness of the presentation can be checked. 

v. Slide Show view: This view displays the presentation one slide at a time in 

sequence as an automatic slide show. 

vi. Notes View: This view lets you enter and edit speakers notes for the 

presentation. 

22.  What do you understand by Handouts? How are they useful? 

 A Handout views are the compressed versions of the slide of your presentation. These are 

the material given to the audience for reference. When Presentation is made in addition 

to the slides that are produced, additional handouts are given to the audience. 

23.  Which menu and command let you insert animation in your slide? 

 A Slide Show menu and custom animation command. 

Type B : Application Oriented Questions 

3.  Mr. Jani’s Secretary has mistyped the sentences whose two halves were given. 

You have to figure out the incorrect mergers of the sentence-segment and correct 

them. 

 i. A slide is a movement of images or text. 

 ii. A Slide Sorter is a view used to show the presentation to an audience. 

 iii. Master Slide is a single page on the presentation. 

 iv. Transition is a view that allows to move the order of the slides. 

 v. Animation is moving from one slide to another automatically. 

 vi. Slide Show is the slide where if changes-done affect every slide. 
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 A  

 i. A slide is a single page on the presentation. 

 ii. A Slide Sorter is a view that allows to move the order of the slides. 

 iii. Master Slide is the slide where if changes-done affect every slide.  

 iv. Transition is moving from one slide to another automatically. 

 v. Animation is a movement of images or text. 

 vi. Slide Show is a view used to show the presentation to an audience.  
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