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T (4397 :
() PYAT IH590 F 7 G 93 |
(i) FGIT-99F TSI H24 7 3 : TUS & IR @G |
(i) UG & § F&GIH3 JHR & F97 &, Jald @UE & § [a9T7HF JHR & To7 & |
Gv) 13T 7T (6 + 18) = 24 ¥4 § &, IHIzaR &1 3 5 & 7raied (3ifeean) aua 7
(6+11)=17 F971 & 3T 37 8 /
) 14 51y @vg & gy Y991 F1 G&T FH F H BT JIG [HI7 T 05T |
(vi) TUE &F: TGS THR & To7 (30 37F) :
(@) 39 @ 763578 /
(b) STH FI¥ THRIHP HH7 T8 & /
(c) 15T 71T 591 & S1gaR FIfT |
(d) ¥ J97 / Y17 & GHT TERT HHl HT Ieci@ 1631 T=T 8 |
(vii) WU & : [F9IRF JHR & J97 (30 37%) :
(@) 39 @7 H18 T & |
(b) IHear F1 11 97 37 8 |
(c) @FWW%WW/

(d) ¥ I97 / 91T 3 GrHT S 3Tl & Iocid 137 771 & |

T Ug &
(TGS TR & T¥) (30 37R)
1. TSR i W feu 7w 6 991 § & fopegl 4 & 3w difSu | 4x1=4
G . hiyd, HHENE R UEHRI % o W Ides 3R
el el # e o § |

(i) - PPT ¥ 379 &1 @9d & ?
(iii) Tt Fidl o IEHT i gftdriva HifSa |
(iv) a1 G 4 foheal g gt St (green jobs) @i fafay |

(v) ‘NEP, 2020’ 1 U &9 (full form) SATsT |
(vi) TR Uk THl HUH 7 S Y4 T & TH B |
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General Instructions :

(1) 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) QOut 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)
()
(c)
(d)

This section has 6 questions.

There is no negative marking.

Do as per the instructions given.

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 out of the given 6 questions on Employability Skills. 4x1=4
) skills contribute to productive and harmonious
relations between employees and customers.
(i1)  What do you understand by PPT ?
(iii) - Define first generation entrepreneur.
(iv) Write any two green jobs in water conservation.
(v) Give the full form of ‘NEP, 2020’.
(vi) A startup is a company which is in the stage of its
operations.
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U T 7951 § 9 fohgl 5% I T 5x1=5

) fopal @ TR o AR T (business letters) Sl el HITGT |

(i)  3ferehIies 9= ¥ 3Cs 1 HeH B g, TR TS |

(iii) T Tk R Rl g g ol fafire wron | fore
ST 8 Y MR ST [T, SRR S SAThNd AT, AT W qid
ol @ amfe |

(iv) afts ARl R 319 Jefieel &l amftes oaq gig shi Tehid, da
3R gl & THENH & fou frfd fobw SIH et 99 @ 989 &1 AW
AT |

(v) WIgM™ (manuscripts) ¥ ‘Stet’ @I TN % fou femanm
ST 8 |

(vi) wigfad & = 90 sae o forw foha @ehal A wegi w1 WA foRRm

ST 8 ?
(vii) wigfefd & ' Fehd T JEIT & fore fopan man 2 |
feu U 793§ 9 fohgl 6% I T | 6x1=6

1) TEES  (document) @l Open, Save 3N Print &= & fau -
§ 1 T TR ST 7 |

(i) THA (Excel) sl @ad THF fehice T 4 HH-ET cell Tishd 81 STl
77
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2. Answer any 5 out of the given 7 questions. 5x1=5

) Mention any two kinds of business letters.
(11)  3Cs in official letters refer to correctness, and clearness.

(i1i) letters are written by one official to another for various
reasons like maintenance of secrecy, drawing personal attention,

expecting quick decision on the matter, etc.

(iv) Name the letter drafted by senior officers for grant of annual

increments, salary and leave adjustments to the subordinates.

(v)  ‘Stet’ is used in manuscripts for

(vi)  Which signs or words are used to indicate a fresh paragraph in a

manuscript ?

.o . . N . . .
(vii)) This sign . isused in manuscripts for

3. Answer any 6 out of the given 7 questions. 6x1=6

1) button is used to Open, Save and Print the document.

(i1)) By default which cell is active while opening an Excel ?
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(iii) TS (Excel) § A10 ¥ A23 d &t T I (cell range) i fhH TR
AT ST 8 ?

(iv) TH.WH. TRA (MS Excel) # F=foflga # & sol9-a1 0 $RE (valid
function) 77 27?
(A)  Sum()
(B) Count()
(C) Subtract()
(D) COUNTA(Q

(v) QEF@F[ (Excel) shl 39 Tererean (feature) l EGIENY Sl multiple cells E0)
St 8 TR 98l cell Sl fawd-a%g (Contents) ! higd Lt § ?

(vi) TR, T ol G (horizontal) 9 H Tie A1 =&l g | 98 I8
% fopa 1fufa=I (orientation) ST =TT T Tehall 8 ?

(vii) Comparison operators sl G&{ qH 2
4, fewTu ¢ 9wai # § forgl 5% I &fT | 5x1=5
(1) Times New Roman, Cambria, Arial o 32TET B |
(i) TAEE e = (Slide sorter view), TRl H Tt Taged i
i fe@man 8|

(111) W‘HEE NEEE (PowerPoint presentation) T auft RSIESS] ERLED]
(titles) H TheH Th &l Bid 213U (font type), TR R T 1 T
F & foIw e T AN BT |
(A). TS HiX
(B). ™Ised HTET
(C) UHHSH (Animation)
(D) ¥AIEE AR

(iv) & 594 shi SH-H o g AR § 2

(v) 3 % foru fohedl Q1 ga @< g91 & AW fafaw |

(vi) Taftm yer & fohedl g 3-%md & Tm fafEu |
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(iii) How does one specify cell range from A10 to A23 in Excel ?
(iv)  Which of the following is not a valid function in MS Excel ?
(A)  Sum()
(B) Count()
(C)  Subtract()
(D)  COUNTAQ
(v)  Name the feature of Excel that combines multiple cells and centers
the contents of the first cell.
(vi) Rashi wants to print a document in horizontal format. Which
orientation of the page can she use ?
(vii)) Another name of Comparison operators is
4. Answer any 5 out of the given 6 questions. 5x1=5
1) Times New Roman, Cambria, Arial are examples of
(i1)  Slide Sorter view displays the of all the slides in the
presentation.
(iii) To use the exact same font type, size and colour in the titles of all
the slides in a PowerPoint presentation, you will :
(A) Use slide sorter
(B) Use file master
(C) Use animation
(D)  Use slide master
(iv) What are the three basic categories of Search Engine ?
(v)  Write any two major Search Engines for the Internet.
(vi) Name any two different types of E-Commerce.
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5. feu U 6 9w d 9 forgl 5% I divg 5x1=5
(i) s fewiee T (default operator) B |

(i) “HTTP’ I 90 &9 (full form) faRaT |

(i) Tr" Bleet | Soh $-Hed BIdl & ?

(iv) 3-Hd H BCC T 1 319 8 ?

(v) SHd ThISE H Ush RS TET 84T §, o8 3T el
T 7 |

(vi) e S (text box) H AW (mail) & 3L 1 Fq9 H forn

g |
6. feuTu 69wl A 9 forgl 5% I dfT | 5x1=5

(1) gt ﬂ'{'f\&‘lﬁ %Q Y H%&T[ (saved messages) Bloel H IqcAsY
gd 7 |

(i) IR T HATHTH (malicious) HIE &, S T hl GEY
T § YT (copy) ek 31U Elﬁ?&f (replication) SFT a1 8 |
(A) Worm
(B) Program
(C) Virus
(D) Replicate

(iif) . TTETEE HTHCAR T Teh 3287 2 |

(A) &I WM (Security utility)
(B) oI Ti9ea (Business software)
(C) Y=TAA YulTed! (Operating system)

(D) 319 TiFaIL (Malicious software)
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5. Answer any 5 out of the given 6 questions. 5x1=5
) is the default operator in Search Engines.

(11)  Write down the full form of ‘HTTP’.
(iii))  Which folder contains junk e-mails ?
(iv) What does BCC stand for in e-mail ?

(v)  An e-mail account includes a storage area, which is often called a

(vi) Summarizing the purpose of the mail in the text box is

6. Answer any 5 out of the given 6 questions. 5x1=5
1) All saved messages are available in the folder.
(i1) A computer is a malicious code which self-replicates by

copying itself to other programs.
(A) Worm

(B)  Program

C) Virus

(D) < Replicate

(iii) Antivirus software is an example of a/an
(A) Security utility
(B) Business software
(C) Operating system

(D) Malicious software
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(iv) B¢ YHNH T (malicious programs) &, i et
Y W JhAM R Tohd & W o Ifdh(d (replicate) Tal Hid |

(v)  ohI9-H Y= Tt (operating system) dTEGH © A HTfed Bidt B 2
(A) Linux 3R Mac

(B) MS Excel
(C) E-mail Virus
(D) DOS

(vi) ‘VIRUS &1 U &9 fafam |

TIE T
(FreraroRes TR % W) (30 37F)

OFTR FI9T W R0 70 5 Y9391 & @ [51 3 & IoH AU | Y% J97 &1 IH
20 - 30 Ireg] 7 Ffow | 3x2=6

7. d DT FHH &, Sl AT Ja0 (active listening) I TTET Hd & ?

8.  Sfiad H 374 I oAAEAd TG b T SAfeRd i fohd UM i ST =MTET ?

9. A Jehefie H Ufth (row) 3 TIF (column) <hl 8 Gﬁ@ﬁ ?

10. o ¥ Hued & qlienl &1 3g@ il |

11. U9 S8 (green jobs) % 1 BRIC & ?
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are small malicious programs which cause harm at a
certain point of time but they do not replicate.
Which operating system is less affected by the virus ?
(A) Linux and Mac
(B) MS Excel
(C) E-mail Virus

(D) DOS

Write the full form of ‘VIRUS’.

SECTION B
(Subjective Type Questions) (30 Marks)

Answer any 3 out of the given 5 questions on Employability Skills. Answer each

question in 20 — 30 words. 3x2=6
7. What are the factors that affect active listening ?

8. What traits should one follow to manage themselves well in life ?

9. How would you add row and column to a worksheet ?

10. Mention the ways to cope with stress.

11. What are the benefits of Green Jobs ?
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130 79 5 3971 7 @ (#5713 & 3T 20 - 30 Fsgl (I9%) H @ | 3x2=6
12. 318 (letters) sl sclieh T8 (Block style) =hl I8 HifST |

13. et gEie (draft) 1 3t A & fou FafeRaa Teha a1 efkid i 8 2
(1) Ctr
1) le
(ii1)

(iv) !

14. Ufth (Row) 3T T8 (Column) & si= X d=y |
15. ER@?ﬁWW (Presentation) =11 % ? Eﬂ% T YA % ?
16. S-hHE FAT R ?

3T 10 3 3991 § @ 81 2 & I 30 - 50 V1se] (I9%) 7 v | 2x3=6
17. Tehesh I 8 ? 39 fohd YR Save 3R Print foham Srar 8 2
18. Urowise H 3Ucsy Ve view options FT 8 ? TIC ShifNTT |

19. -0 U & 1Y HISA bl h8 WS ST Hehdl & ?

1aT 10 5 3991 § @ 157 8 & I 50 — 80 ¥I&5) (I39%) 7 v | 3x4=12
20. M TR w1 7 ? e 9er & g @R % 9 §dsy |

21. ATReH T & ? MU (mathematical) 3TReH hi Wﬁﬁﬂl |
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Answer any 3 out of the given 5 questions in 20 — 30 words each. 3x2=6

12. Explain Block style of letters.

13. What do the following signs represent for correcting a draft ?

(i) Ctr
1) le
(111)

(iv) !
14. Differentiate between Row and Column.
15. What is a Presentation ? What are its uses ?

16. What is E-Commerce ?

Answer any 2 out of the given 3 questions in 30 — 50 words each. 2x3=6

17. What is a workbook ? How is it saved and printed ?
18. What are the different view options available in PowerPoint ? Explain.

19. How can a file be sent with an E-mail message ?

Answer any 3 out of the given § questions in 50 — 80 words each. 3Ix4=12

20. What is official correspondence ? Name the different types of official

correspondence.

21. What are operators ? Explain mathematical operators.
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22. Tafie TR & T3S 3TSe (Slide layout) & ™ AT | 94 3foad 33
(layout) ! T o TN <hl AT HINT |

23. 3T FHIRIX Hl IR ¥ T o (1T I fohd Fragm=a1 W fo=m a1 2

24. G 39H ol INATTT T | e 39 o HIEAH H FIAT UTH A b FT AT @ ?
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22. Name the different types of Slide layout. Explain the steps for selecting

the layout you want.

23. What precautions will you consider in order to keep your computer safe

from virus ?

24, Define Search Engine. What are the steps of finding information through a

Search Engine ?
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