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(2) 1421
qe: () g7 FME 1 T3 7 G FE G 707 B 99 TH 797 A &

Attempt any two questions from Question numbers 1 to 3. Rest are

compulsory.
(i) FE9F F97 & 3% 3GH a3 T 8
Marks are indicated against each question.
(iii) 3T9% TV SJRAT & &7 #eq/
Your answer should be according to marks.
1. =i & =R i 5
(A) page break T@H & U
(B) w e § 3 R 3 R
Write steps to :
(A) insert a page break

(B) create a hedder in a document

2. UH goeiic H ST SN $ [P ade an| 5

Explain different ways of entering data in a worksheet.

3. UH B U H YSToUT Hl [GRAYASA F O HifoT 5

Explain the characteristics of a good quality presentation.

4, IEER GGRE & 7C's H IO B 3

Explain the 7C's of effective communication.

5. IT-BPM &1 & &FaX T AlC G| 3
Write note on structure of IT-BPM industry.
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10.

11.

12.

13.

14.

1421

Word Processor & B9 ford|

Write the features of Word Processor.

Calc QeI & F1 B9 & ?

What are the features of calc software ?

ISfesM § ‘oS & AR “ed &’ & o &

Explain 'outline view' and 'notes view' in presentation.

‘e TENT & 7 TN B U B

Explain three stages of 'touch typing'.

Writer § U 350 & A’ X ‘Bad’ H feclic &0 & I g

Write steps to delete 'rows' and 'columns' of a table in writer.

B TaR H JuRerd el & A |

Name the options present in formula toolbar.

T ISy H 2 WES M & =X o

Write steps to insert a new slide in a presentation.

T JSies # HIF-BH-8 Sfeided S o G © 7

What objects can be included in a presentation ?

[ TS 999 ]

[ Objective Type Questions ]

Full form of CU is ............. .
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15.

16.

17.

18.

19.

20.

21.

22.

23.
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(4)
USB&H T &7 ..o, B
Full form of USB is .............
BPO &l T &9 ..o B
Full form of BPO is .............
CAM & T & oo Bl
Full form of CAM is .............
forae FameT ..o HARET P I B
Written communication is an example of ............... communication.
WWW H Qo & o 2l
Full form of WWW is ............. .
TEHEE ASDF A8 W ..o Key &l @%@ & &l
Alphabets ASDF acts as ............. Keys on Keyboard.
Inter Key &l ...ovvvennn ff Fea B
Enter Key is also called ............ Key.
Libre Office & HEA ............. THRICSM @ @9 B ol
In Libre Office file is saved with ............. extension.
Writer Window, & ............ IR, O &R 9l & Ee qan &l
In Writer Window, ............. bar displays the number of pages and words.
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24.

25.

26.

27.

28.

29.

30.

1421

STFgHe & Th AT &l e & fo .o qiidshe ‘@’ & JAT Bl 2l

Shortcut key to cut a part of document is ................ .

T% O § TR S W al S0 ST & ..o TS & 9 2
Numbers entered into a cell are automatically .............. aligned.
g TS & THAY 3@ B [T ... view I SN BT 2|

............. view is used to view all the slides simultaneously.

............. view & JINT WSS & Hee X THAIH T & fou fpar Sar 81

............. view is used to apply animation on the content of slide.

BNE e fearzg Bl

(A) FY (B) sfecye

(C) T (D) T & R T
Keyboard is a .............. device.

(A) Input (B) Output

(C) Memory (D) None of these
TF qEC ... foe & swEy B B

(A) 16 B) 8

(C) 24 D) 4
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31.

33.

1421

1 Byte is equal to ............. bits.

(A) 16 (B) 8

) 24 (D) 4

FEE B F1 q F12 Keys ...ov........ ‘P’ FHEAH 2 1
(A) Alphabet (B) Number

(C) Function (D) Command

Keys F1 to F12 on keyboard are called ............ keys

(A) Alphabet (B) Number

(C) Function (D) Command

Q@ﬁ’cﬁ CIREAR: SNSRI rows Bl & 1
(A) S (B) 8

) 2 (D) 3

Numeric keypad has ............. Trows.

(A) S (B) 8

€ 2 (D) 3

Libre Office Writer ¥ ............. Change Case fd%c A 2 1
(A) 2 (B) 5

C) 6 (D) 7
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34.

35.

36.

1421

(7)

There are .............. change case options in Libre Office Writer.
A) 2 B) 5

(€) 6 (D) 7

Write ® Wﬁ%‘ﬁ?ﬁ'@ﬁ@?ﬁ% ........... l

A) P (B) WMge

(C) &y (D) & & %13 T
Default orientation of a page in writer is .............. .

(A) Book (B) Portrait

(C) Landscape (D) None of these
Spreadsheet FEE R P H T D MT .o T YA B Bl
(A) Filtering (B) Searching

(C) Validating (D) Sorting

In Spreadsheet, ............ is used to arrange data in a particular order.
(A) Filtering (B) Searching

(C) Validating (D) Sorting

Calc ¥, THME B oevnnen. TFIIH @ ¥ Q&

(A) .ods (B) .odd

(C) .xls (D) .obj

In Calc, worksheet is saved with ............. extension.

(A) .ods (B) .odd

(C) xlIs (D) .obj
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37. WES M B TAN B T coevenennnn. qifdhe key & JANT &l 2| 1
(A) F2 (B) Ctrl +X
(C) FS (D) Ctrl+V

Shortcut key for slide show is .............. .

(A) F2 (B) Ctrl+X
(C) FS (D) Ctrl+V
38. CalcH®, U AN ‘BfAW & IXHARME &l ........... Fed &l 1
(A) cell (B) degree
(C) formula (D) 99 ¥ g el

In calc, intersection of 'row' and 'column' is called ............. .
(A) cell (B) degree

(C) formula (D) None of these
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(2) 1434
o gAErefl orgr U To FIT-GH T SrFeT [ @)

Candidates must write their Roll Number on the question paper.

o YT 49 1 FUT 37 @ (@ 98 FERad &Y d [ FeT9H [ T & 8, T8 # IuT 59
T § Fig 4 @ w@hHre Tl A @

Before answering the question, ensure that you have been supplied the correct and
complete question paper, no claim in this regard, will be entertained after
examination.

A : 797 #9H 1 @3 F G & @797 #7019 T 97 oy 8

Attempt any two questions from Question Numbers 1 to 3. Rest are

compulsory.

1. % SEgiT & GRAT & s Ion &1 ool st 5

Explain various features of formatting a document.

2. TA P I B IRAMWT & Calc B Formula tool bar § IURYT 3ETH & Ui HioW| 5

Define range of cells. Explain the items present in formula tool bar in Calc.

3. ‘WES U, ‘TR U AR ‘O U B aUN i) 5

Explain slide pane, task pane and master pages.

4. = 7 o0 F 9o BT S GERY % Tegell W UNE Sd &l 3

Explain any three features that affect perspectives in communication.

5. 'IT in education' T e fafay 3

Write a note on 'IT in education'.

6. UH 390 &I g9 3IY SHH HaH S & (A IxoT R 3

Write steps to create a table and insert columns in it.
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10.

11.

12.

13.

14.

15.

1434

(3)
% qhefic 7 d9q AR dcg ® e Sl ST & 7

How labels and values can be entered in a worksheet ?

Th gWilhe 58 &l SkiH & =R WU

Write steps to insert a duplicate slide.

T AT B B T T R 7

How typing speed is calculated ?

‘AEe AfhE g MaEy W e fafay)

Write note on Libre Office Word Processor.

el g7 BiEslic St} & A U

Name any four spreadsheet softwares.

USiesE & ‘ieH & H U B

Explain notes view in presentation.

TF WSS H A q&aq & I [y

Write steps to rename a slide.

(aEgfrs 9%)

(Objective Type Questions)

Aifg® TR ... HEROT 1 J&TET B
Oral communication is an example of .......... communication.
CPU & T &Y .......... 2l

Full form of CPU is .......... .
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16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

1434

(4) 1434

GUI & T &0 .......... 3l 1
Full form of GUI is .......... .
TR e # O e & fOegd S .. ¥ W W I B 1

In typing tutor, detailed statistics for current lesson can be viewed on ..........
tab.

W &L H, A aR . IX & 9 REE I 1
In writer window, Menu bar appears below .......... bar

% ‘G H T T TN U oY & .......... TET & 9 2 1
Numbers entered into a cell are automatically .......... aligned.

TS ASTST & ... T A A S Gl B 1
Slide layout can be selected using .......... menu

T d & Gl g8 Iolee T &l ... O | @ S w2 1
Already opened presentation can be viewed using .......... menu.



26. U%H T8 Yoy H s Pl ‘Siche Bl

'Shortcut key' to create a new presentation is .......... .

28.

29.

1434

(A)  STSTYe

(B)

(C) =3<

(D) & & &K @1 &
Printer is an .......... device.
(A) Output

(B) Memory

(C) Input

(D) None of these

(A) SRS

(C) few

The smallest storage unit is
(A) Byte

(C) Nibble

e H Tab key .......... 2l
(A) ®RM

(©) FF

Tab key on a keyboard is a ..........

(A) Function

(C) Control

(B)
(D)

(B)
(D)

(B)
(D)

(B)
(D)

GRS
foe

Kilobyte
Bit

Enter

Command
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31.

32.

1434

(6) 1434

FEE W, F AR J ... key FEAH &l 1
(A) TMEE (B) SR

(C) wHM (D) ®F

On keyboard, F and J keys are called .......... keys.

(A) Guide (B) Navigation

(C) Function (D) Control

TARE HIS B oo PieH B 2 1
(A) S (B) 4

() 3 D) 1

The numeric keypad has .......... columns.

(A) 5 (B) 4

(C) 3 (D) 1

Stagic & JEeTd 7 I & [T ... diiede ‘B’ SR BRil ol 1

(A) Ctrl + End

(B) Ctrl + Home

(C) Ctrl+A
(D) Ctrl +X
To move to the beginning of a document .......... shortcut key is used.

(A) Ctrl + End
(B) Ctrl + Home
(C) Ctrl+A

(D) Ctrl + X



33.

34.

35.

36.

1434

(7)

SlFHC & T copied [B& # paste B & [T .......... qifespe ‘@’ YART el gl
(A) Ctrl+X B) Ctrl+C

(C) Ctrl+V (D) Ctrl+A

Shortcut key to paste a copied part of a document is .......... .

(A) Ctrl+X B) Ctrl+C

(C) Ctrl+V (D) Ctrl+A

e §, Spelling and Grammar 9% .......... ﬁ?l F 2 B

(A) Tools (B) File

(C) Edit (D) Insert

In writer, Spelling and Grammar option is presentin .......... Menu.
(A) Tools (B) File

(C) Edit (D) Insert

Calc & aHsfIT &l .......... THRICS el ol

(A) .odf (B) .ods

(C) .odl (D) .odr

.......... is an extension of worksheet created in Calc.

(A) .odf (B) .ods
(C) .odl (D) .odr
A § @ FRA ..o & @ o =Ry

(A) UHET (B) =R
) = (D) Func

In spreadsheet, a function should start with .......... .
(A) Alphabet (B) Number
c = (D) Func
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37.

38.
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(8) 1434

HAH 2" B G TE oo HicH A &I 1
(a) ZA (B) AZ
(C) AA (D) AB

The column that comes immediately next to column "Z" is .......... .

(A) 2ZA (B) AZ
(C) AA (D) AB
It A1:A5H 16, 10, 3, 25, 6 3% & o = Average (Al : A5; 90) .......... T 1
A) 16 (B) 150
(€) 90 (D) 25

If A1 : AS contain the numbers 16, 10, 3, 25, 6 then = Average (Al : A5; 90)
will display .......... .

A) 16 (B) 150
(€) 90 (D) 25
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