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General Instructions :
(i) Please read the instructions carefully.

(it)  This question paper consists of 24 questions in two Sections : Section A
and Section B.

(iti) Section A has Objective type questions whereas Section B contains
Subjective type questions.

(iv) Out of the given (6 + 18) = 24 questions, a candidate has to answer
(6 + 11) = 17 questions in the allotted (maximum) time of 3 hours.

(v)  All questions of a particular section must be attempted in the correct
order.
(vi) Section A : Objective Type Questions (30 marks) :
(a)  This section has 6 questions.
(b)  There is no negative marking.
(c) Do as per the instructions given.
(d)  Marks allotted are mentioned against each question/part.
(vii) Section B : Subjective Type Questions (30 marks) :
(a)  This section has 18 questions.
(b) A candidate has to do 11 questions.
(c) Do as per the instructions given.

(d)  Marks allotted are mentioned against each question/part.

Section A
(Objective Type Questions) (30 Marks)

1. Answer any 4 questions out of the given 6 questions on employability
skills. 4x1=4

i) If a goal is attainable, then which kind of goal is it ?

(ii))  In which type of motivation is there no reward, but one can derive

satisfaction from it ?

(iii)  Which symbol is used to add any formula in the cell ?
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(iv) 3fe THL (text) ! =T¢, @ I 19 H THRNNG (set) Topam Simar B,
I8 % (function) T HEATdT & ?

(v) 39 ARk & W fafge o= Afoean HiY Ieared & fau 75 3K 39a
Trenfiehl & i |

(vi) TIE3T (Startups)ﬂﬁ AT §GM T AT (ecosystem) TIR & & fau
YRA TR R HH-H 9ga Y T8 7 ?

2. Teumu 7wl # @ fRedl 5 Tl o I G | 5x1=5
(1) HAUER o T 3-HER (E- correspondence) ¥l oI ED
rfard & T R |

(ii) B2B 3R C2B &1 I &9 (full form) fARaT |
(i) Te® WIeRl g Adies Jemed & fou fdw I @ & fou

I 1 2 e o

(iv) TR-fqurf feooft an iwer oot %1 gaa ™ 2 |

(v) DI AT Hgh o oh A0 SAE Bl ___ _ Hehdl (signs)
T ITH ST AL, |

(vi) ——»| 39 &% (sign) 1 AY fafEu |

(vii) HTRel (margin) T BT (matter) Hl S & AT fhg ﬁréi\lr@hbd EFS
(manuscript sign) <hl T R ST ® 2

3. feuwu 7yl # @ foredl 6 T o I AT | 6x1=6
(1) QT?"@F[ % (Excel form)  wifEEEm g |
(i) EHlee ¥ HH-H TH FATE (commands) Quick Access TATR (Toolbar)
HEd g ?

(iii)  Fill handle &< (cell) % % (corner) ® feam Smar B |
(iv) 39 mouse action Eq %I'F@Q ISISED ol t@ q (row) &l faeiee (select)

foran ST 8 |

(v) @fsha T (Active cell) TIe3fe (spreadsheet) <hl ¥dsh (component)
2 | (@&t = 7e)

(vi)  Cell contents &l Qﬁ?:T 8 ®I<§I-\1 & I(EN, tl:g’% (method) b1
TR fepam SiaT B |

(vii) Tafsmse 9w (specific row) IT hicTH # lock ®H & faU <l
TR foRa STl B |
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(iv) If a text is set towards left, right or center, which function is it called ?

(v)  Name the person who introduced a new and innovative technology to

maximise agricultural produce.

(vi)  Which is an initiative of the Government of India that intends to

build an ecosystem for the growth of Startups ?

2. Answer any 5 out of the given 7 questions. 5x1=5
1) E-correspondence has also become extremely essential for
business.

(11)  Write the full form of B2B and C2B.

(iii) is used by the competent authority for issuing

instructions for internal administration.

(iv) The other name of Inter-departmental note or Unofficial note is

(v)  To become an efficient Office Assistant one should attain mastery in

signs.
(vi) ——| Write the meaning of this sign.

(vii) Which manuscript sign is used to insert the matter in the margin ?

3. Answer any 6 out of the given 7 questions. 6x1=6
i) An Excel form is part of the

(ii1) By default, which three commands does Quick Access Toolbar
contain ?

(iii)  Fill handle is provided in the corner of the cell.
(iv)  Write the mouse action by which the entire row gets selected.
(v)  Active cell is a component of spreadsheet. (True or False)

(vi) To move the cell contents only a short distance, the
method is used.

(vii) is used to lock specific row or column.
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4. feww 69w # § fomdl 5 Ui & I T | 5x1=5

(1) TRt :ﬁE'H (Speaker Notes) T %@'STB?.'H (Handouts) & %I'Q forg
eI T T foha SITaT 8 2

(i) Id9™ TS (current slide) shl eRf WH It fe@ms 2ar 8 |

(iii) IdH TS (current slide) ¥ JEATHUT (Presentation) & A o
fore siidere i (shortcut key) 7

(iv) 3@ W MM (document) hi & fofu 80 &= 399 (Search
Engine) sl BTl Sl ARl Bidl 2 |

(v) I S (Web Directory) T Teh 32T 7 |
(vi) “qTe (Google)” T IO €9 (full form) faifaT |

5. ﬁqmss@ﬁﬁw5m%waﬁm 5x1=5

(i) 9 (search ) ®|<5|-1 Hfaw WA (operator) <hl T feRa
SIcIES

(i1) ~ fesq 99 359 (Indian Search Engine) <haT STdl 3 3 I
TEIFI ol powered IERIRIEI % |

(iii) 3 TESHT ¥ 99eh sHTC WA & oI Teh caiid 3T T
Tt (T1er) 2 |

(iv) S@IEI@'T'&IE d (Electronic mail) Eq) . T R (store) TeraT
SIcIES

(v) 39 Gmail page + TP IS o (compose button)
fem w2 |

(vi) Hu faeet (compose window) & = (bottom) T 3T _
3ATSHA (icon) Ueh I1STHS ohl Tel¥d hidT & |

6. feuwu 6 uwi A 4 5l 5 a9 & I S | 5x1=5

i) At 528 (deleted) TS BA (mails)Hl B I@IJ@T g |

(ii) Ol (Viruses) ohl aFf{ehIul 3ITehl _ Tfd R FGER h
YR R o Srar 7 |

(iii) I IRE Th IRE 7 |

(iv) Il H JEEd GshAY 1 &I HRU g |

(v) %ﬁ Iuctsy] fohrdl @ TG JuTTferan (Operating Systems) e

|

(vi) _%_EHERH, AUl LANS i T8¢ i 3R TehHd i o felT ST

SIdTl & |
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4. Answer any 5 out of the given 6 questions. 5x1=5
i) Which software is used for Speaker Notes and Handouts ?
(i1) Panel appears on the right-hand side of the current slide.

(iii) The shortcut key to start a Presentation from the current slide is

(iv) We need the services of the Search Engine for the
document on the Internet.

(v) is an example of Web Directory.

(vi)  Write the full form of “Google”.

5. Answer any 5 out of the given 6 questions. 5x1=5
i) operator is used to expand the search.
(i1) is called an Indian Search Engine and it is powered by
Google.
(iii) is a quick and inexpensive way to stay in touch with the

near and dear ones.

(iv)  Electronic mail is stored in the

(v)  The compose button is provided on the side of your Gmail
page.

(vi) icon at the bottom of the compose window refers to an
attachment.

6. Answer any 5 out of the given 6 questions. 5x1=5

i) All deleted mails are placed at the

(ii)  Viruses are classified on the basis of their nature of and
behaviour.

(iii) Computer virus is an virus.

(iv) is the main reason of virus infection in computers.

(v)  Write any two Operating Systems available in the market.

(vi) virus has been known to damage and infect the entire
LANS.
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Qs @
(Tore=rowes w9ar) (30 31eR)
TSR HI9eT 130 70 5 J991 5 @ a1 8 o1 & I/ G0 | Jdb J97 &1 IH
20 - 30 visgl 7 Ffaw | 3x2=6
7. Tt fafsrse safhea o1 9ui o At 9 AeEt (Yuefied) & A fafge ek
IRl TS I |
8. 37 @ alehl I Tse Hifv ek grr &1 IROmHgE (result-oriented) H
gehd & |
9. THA (Excel) # 21 Tl (data entry) o fohdd YR &, 37 AW fAfay X
I8 TI HINT |
10. 3™ Q?{}lﬁ (Excel) § %A U= (Format Painter) ST JINT & Sl ?
11.  9MEIfSeh 3T 9 3 2
130 70 5 g9 7 @ fa1 8 I & I 20 — 30 Fsel & 5w | 3x2=6
12. YR TER & fofas I & aF fafeu |
13. frfafaa gerdi =1 319 fefgu .
wn, SP, //, #
14. U (row) 3 HicH (column) & o T 3T 36’ ?
15. UTatEIse TRl (Presentation) 1 fiic T & =N (steps) i THSATEY |
16. 94 399 (Search Engine) <1 gftymr ST |
13T 70 8 I991 7 @ f87 2 F991 & 3¢ 30 — 50 Fsq] H T | 2x3=6
17. UaA (Excel) # 7T 3fmed (Mathematical operators) ol ST
iy |
18. TAEE M (Slide Show) ¥ 3T &1 THIAA & ?
19. 39 (E-mail) % Jod %M fafau |
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Section B

(Subjective Type Questions)

(30 Marks)

Answer any 3 questions out of the given 5 questions on employability skills.

Answer each question in 20 — 30 words.

3Ix2=6

7. Name and explain three parameters that describe an individual’s

personality.

8. Explain two ways by which one can become result-oriented.

9. Name and explain types of data entry in Excel.
10. How will you use Format Painter in Excel ?

11. Who is a Social Entrepreneur ?

Answer any 3 out of the given 5 questions in 20 — 30 words each.

12. Name the different types of official correspondence.

13. Write the meanings of the following signs :
wv, SP, //, #

14. What is the difference between row and column ?
15. Explain the steps to print a PowerPoint Presentation.

16. Define Search Engine.

Answer any 2 out of the given 3 questions in 30 — 50 words each.

17. Explain the Mathematical operators in Excel.
18. What do you understand by Slide Show ?

19. Write down the basic action of E-mail.
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13T 70 5 ¥l 4 @ 15T 3 I91 & I 50 — 80 ¥egl § v | 3x4=12
20. TR TR R o9 (Business) TR T 37 T ST |

21.  BHAT (formula) % T U I T HIWT |
22. &I (Presentation) T 7 3T 38 1 39  ?

23. T 599 °h gl g1 ITH i & =N (steps) i TARGT |

24, gl 91 ar@ U (Antivirus) ATFeRR % T IRGU 3R 3 704 HERIX
(PC) ohl I © ¥ &= Tehd &, SATEHT hifoY |
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Answer any 3 out of the given 5 questions in 50 — 80 words each. 3x4=12

20. Explain the difference between Official correspondence and Business

correspondence.
21. Explain the basic properties of formula.
22. What is a Presentation and what are its uses ?
23. Write the steps for finding information through Search Engine.

24. Name any four Antivirus software and explain how you can protect your

PC from virus.
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