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GENERal iNstRuctioNs to thE ExamiNEEs :

 1) narjmWu gd©àW_ AnZo àíZ-nÌ na Zm_m§H$ A{Zdm`©V: {bI| &

	 	 Candidate	must	write	first	his/her	Roll	No.	on	the	question	paper	compulsorily.

 2) g^r àíZ hb H$aZm A{Zdm`© h¡ &

  all	the	questions	are	compulsory	to	attempt.

 3) àË`oH$ àíZ H$m CÎma Xr JB© CÎma-nwpñVH$m _| hr {bI| &

	 	 Write	the	answer	to	each	question	in	given	answer-book	only.
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IÊS> - A
sEctioN – a

~hþ{dH$ënr` àíZ : ghr {dH$ën MwZ§o : (16×½=8)

Multiple	Choice	Questions	:	Choose	the	correct	option	:	

 1. E_.Eg. dS>© H$s \$mBb H$m EŠgQ>|eZ _____________ hmoVm h¡ & ½

 A) .xml   ~) .xlsx
 g) .doc   X) .jpeg
	 	 Extension	of	MS	Word	file	is	
	 A)	 .xml	 	 	 B)	 .xlsx
	 C)	 .doc	 	 	 D)	 .jpeg

 2. ~mobH$a {H$`m OmZo dmbm g§Mma _______________ H$hbmVm h¡ & ½

 A) J¡a-_m¡{IH$ g§Mma   ~) _m¡{IH$ g§Mma
 g) Ñí` g§Mma   X) BZ_| go H$moB© Zht
	 	 The	communication	done	by	speaking	is	called	
	 A)	Non-verbal	Communication	 B)	 Verbal	Communication
	 C)	Visual	Communication	 	 D)	 None	of	these

 3. {ZåZ _| go H$m¡Z-gm EH$ gH$mamË_H$ ÑpîQ>H$moU H$m CXmhaU h¡ ? ½

 A) PJ‹S>m H$aZm   ~) Am^ma àH$Q> H$aZm
 g) B©î`m© H$aZm   X) VZmd _| ahZm
	 	 Which	of	the	following	is	an	example	of	positive	attitude	?	
	 A)	Keep	fighting	 	 	 B)	 Show	gratitude
	 C)	Being	jealous	 	 	 D)	 Be	under	stress

 4. S>oQ>m AmBQ>_m| H$mo {H$gr Img H«$_ _| ì`dpñWV H$aZm _______________ H$hbmVm h¡ & ½

 A) ImoOZm   ~) S>oQ>m~og
 g) dH©$erQ>   X) gm°{Q>ªJ
	 	 Arranging	the	data	items	in	a	specific	order	is	called	
	 A)	 Searching	 	 	 B)	 Database
	 C)	Worksheet	 	 	 D)	 Sorting
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 5. EH$ AÀN>r à{V{H«$`m H$m JwU h¡ ½

 A) g_` na   ~) {dZ_«Vm
 g) {d{eîQ>   X) CnamoŠV g^r
	 	 Characteristic	of	a	good	feedback	is		
	 A)	Timely		 	 	 B)	 Polite
	 C)	 Specific	 	 	 D)	 All	of	the	above

 6. ì`pŠVËd {dH$ma H$mo _______________ Ho$ Ûmam Xÿa {H$`m Om gH$Vm h¡ & ½

 A) AÀN>r ~mVo§ H$aHo$   ~) AmË_{dídmg
 g) VZmda{hV ahHo$   X) CnamoŠV g^r
	 	 __________	is	the	way	to	overcome	from	personality	disorder.	
	 A)	By	healthy	communication	 B)	 Be	confident
	 C)	 Stay	stress	free	 	 	 D)	 All	of	the	above

 7. {H$gr ^r AmB©.Q>r. H$m`© H$mo nyam H$aZo Ho$ {bE ___________ g§gmYZ H$s Amdí`H$Vm hmoVr h¡ & ½

 A) H§$ß`yQ>a _erZ   ~) Am°naoqQ>J {gñQ>_
 g) B§Q>aZoQ> H$ZopŠQ>{dQ>r   X) CnamoŠV g^r
	 	 To	complete	any	IT	work	________	resources	are	required.	
 A) computer	machine	 	 	 B)	 Operating	system
	 C)	 Internet	connectivity	 	 	 D)	 All	of	the	above

 8. ______________ H$m Cn`moJ H$aHo$ h_ S>oQ>m~og H$s Vm{bH$mAm| H$m S>oQ>m àX{e©V H$a gH$Vo h¢ & ½

 A) Šdoar   ~) {àÝQ> 
 g) H$m°nr   X) \$moëS>a
	 	 We	can	display	the	data	of	tables	from	database	by	using	
	 A)	Query	 	 	 B)	 Print
	 C)	Copy	 	 	 D)	 Folder

 9. S>oQ>m~og _| H$m¡Z-gm EH$ g§~§Y H$m àH$ma Zht h¡ ? ½

 A) dZ - Qy>- dZ   ~) Z§~a - Qy> - Z§~a
 g) dZ - Qy>- _oZr   X) _oZr - Qy> - _oZr
	 	 Which	is	not	the	type	of	relationship	in	database	?	
	 A)	One	–	to	–	one	 	 	 B)	 Number	–	to	–	number
	 C)	One	–	to	–	many	 	 	 D)	 Many	–	to	–	many
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 10. _______________ Am°naoqQ>J {gñQ>_ H$m EH$ CXmhaU h¡ & ½

 A) S>oQ>m~og   ~) c++

 g) qdS>moµO   X) nm°danm°B§Q>
	 	 __________		is	an	example	of	operating	system.	
	 A)	Database	 	 	 B)	 C++
	 C)	Windows	 	 	 D)	 PowerPoint

 11. E_.Eg. dS>© _| {H$gr eãX H$m a§J ~XbZo Ho$ {bE _______________ H$m Cn`moJ H$aVo h¢ & ½

 A) E{S>Q>   ~) _m{O©Z
 g) \$m°ÝQ> H$ba   X) AmonZ
	 	 To	change	the	color	of	any	word	in	MS	Word,	_______________	is	used.	
	 A)	Edit	 	 	 B)	 Margin
	 C)	 Font	Color	 	 	 D)	 Open

 12. dŠV à~§YZ H$m \$m`Xm h¡ ½

 A) j_Vm ~‹T>Vr h¡   ~) AmË_{dídmg ~‹T>Vm h¡
 g) VZmd H$_ hmoVm h¡   X) CnamoŠV g^r
	 	 Advantage	of	Time	Management	is	
	 A)	Rise	in	capacity	 	 	 B)	 Rise	in	confidence
	 C)	 Stress	reduce	 	 	 D)	 All	of	the	above

 13. n`m©daU H$s ajm H¡$go H$s Om gH$Vr h¡ ? ½

 A) ßbmpñQ>H$ H$m Cn`moJ H$aHo$  ~) àXÿfU ~‹‹T>m Ho$
 g) h[aV H$m¡eb H$m Cn`moJ H$aHo$ X) no‹S> H$mQ>H$a
	 	 How	the	environment	can	be	saved	?	
	 A)	By	using	plastic	 	 	 B)	 By	increasing	pollution
	 C)	By	using	green	skills	 	 	 D)	 By	cutting	trees

 14. ñdào[aV ì`pŠV H$m JwU Zht h¡  ½

 A) VZmda{hV   ~) Y¡`©dmZ
 g) _ohZVr   X) PJ‹S>m H$aZm
	 	 __________	is	not	the	characteristic	of	self	motivated	person.	
	 A)	 Stress-free	 	 	 B)	 Patience
	 C)	Hardworking	 	 	 D)	 Fighting
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 15. H$s-~moS>© EH$ _______________ CnH$aU h¡ & ½

 A) BZnwQ>   ~) AmCQ>nwQ>
 g) ZoQ>dH©$   X) BZ_| go H$moB© Zht
	 	 Keyboard	is	a	_______________	device.	
	 A)	 Input	 	 	 B)	 Output	
	 C)	Network	 	 	 D)	 None	of	these

 16. ‘‘Geeta	is	dancing’’	dmŠ` _| {H«$`m h¡  ½

 A) Geeta   ~) Geeta is

 g) Dancing   X) BZ_| go H$moB© Zht
	 	 The	verb	in	the	sentence	‘‘Geeta	is	dancing’’	is	
	 A)	Geeta	 	 	 B)	 Geeta	is
	 C)	Dancing	 	 	 D)	 None	of	these

IÊS> - ~
sEctioN – b

A{V bKyÎmamË_H$ àíZ :  (8×½=4)

Very	Short	Answer	Type	Questions	:	

EH$ eãX `m EH$ dmŠ` _| CÎma Xr{OE : 
Write answer in one word or one	sentence	:	 	

 17. g\$b CÚ_r Ho$ H$moB© Xmo JwU {b{IE & ½

	 	 Write	any	two	characteristics	of	successful	entrepreneur.	

 18. SQL H$m nyam Zm_ {b{IE & ½

	 	 Write	full	name	of	SQL.	

 19. D$Om© Ho$ H$moB© Xmo òmoVm| Ho$ Zm_ {b{IE & ½

	 	 Write	name	of	any	two	sources	of	energy.	

 20. E_.Eg. dS>© _| noñQ> H$aZo H$s emQ>©H$Q> Hw§$Or {b{IE & ½
	 	 Write	shortcut	key	for	paste	in	MS	Word.	
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 21. RDBMS	H$m nyam Zm_ {b{IE & ½

	 	 Write	full	name	of	RDBMS.	

 22. ñàoS>erQ> H$m EH$ Cn`moJ {b{IE & ½

	 	 Write	one	use	of	Spreadsheet.	

 23. \w$Q>a Š`m hmoVm h¡ ? ½

	 	 What	is	Footer	?	

 24. \$m°ÝQ> gmBµO {dH$ën H$m Š`m Cn`moJ hmoVm h¡ ? ½

	 	 What	is	the	use	of	font	size	option	?	

IÊS> - g
sEctioN – c

bKyÎmamË_H$ àíZ : Xmo go Mma n§pŠV`m| _| CÎma Xr{OE : (8×1½=12)

Short	Answer	Type	Questions	:	Give	answer	in	two to four	lines	:	

 25. H$åß`yQ>a _| ~¡H$An go Amn Š`m g_PVo h¢ ? 1½

	 	 What	do	you	understand	by	backup	in	computer	?	

 26. H$åß`yQ>a na H$m_ H$aZo go {H$g àH$ma H$s ñdmñÏ` g§~§Yr g_ñ`mE± hmo gH$Vr h¢ ? 1½

	 	 What	type	of	health	related	issues	can	occur	due	to	working	on	computer	?	

 27. S>oQ>m~og _| Vm{bH$m Š`m hmoVr h¡ ? 1½

	 	 What	is	table	in	database	?	

 28. gH$mamË_H$ à{V{H«$`m H$m EH$ CXmhaU Xr{OE & 1½

	 	 Give	one	example	of	positive	feedback.	

 29. noO _m{O©Z Š`m hmoVm h¡ ? 1½

	 	 What	is	Page	Margin	?	

 30. Ñí` g§Mma Š`m hmoVm h¡ ? 1½

	 	 What	is	Visual	Communication	?	
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 31. H$åß`yQ>a _| {H$Ýht Xmo _o_moar Ho$ Zm_ {b{IE & 1½

	 	 Write	names	of	any	two	memories	in	computer.	

 32. J«rZ Om°~ go Amn Š`m g_PVo h¢ ? 1½

	 	 What	do	you	understand	by	Green	Jobs	?	

IÊS> - X
sEctioN – d

{Z~§YmË_H$ àíZ : (3×2=6)

Essay	type	Questions	:	

 33. H$m`©ñWb na gwajm g§~§Yr IVam| H$m dU©Z H$s{OE & 2

	 	 Explain	security	related	threats	at	workplace.	

AWdm/OR

  DBMS	Ho$ \$m`Xo {b{IE & 
	 	 Write	advantages	of	DBMS.

 34. S>oQ>m~og _| ‘CHAR’	Am¡a ‘FLOAT’ S>oQ>m Q>mBn H$m Cn`moJ {b{IE & 2

	 	 Write	the	use	of	‘CHAR’	and	‘FLOAT’	data	type	in	database.	

AWdm/OR

  B_oO H«$m°qnJ go Amn Š`m g_PVo h¢ ? 
	 	 What	do	you	understand	by	Image	Cropping	?

 35. ñàoS>erQ> _| _¡H«$moO Š`m hmoVm h¡ ? dU©Z H$s{OE & 2

	 	 What	are	Macros	in	Spreadsheet	?	Explain.	

AWdm/OR

  E-mail	H$m dU©Z H$s{OE & 
	 	 Explain	E-mail.
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