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• Ñi;k tk¡p dj ysa fd bl iz'u-i= esa eqfnzr i`"B 8 rFkk iz'u 38 gSaA  
Please make sure that the printed pages in this question paper are 8 in number and 

it contains 38 questions. 
• iz'u-i= esa lcls Åij fn;s x;s dksM uEcj dksM uEcj dksM uEcj dksM uEcj dks Nk= mÙkj-iqfLrdk ds eq[;-i`"B ij fy[ksaA 

The Code No. on the top of the question paper should be written by the candidate 

on the front page of the answer-book. 

• Ñi;k iz'u dk mÙkj fy[kuk 'kq: djus ls igys] iz'u dk Øekad vo'; fy[ksaA 
Before beginning to answer a question, its Serial Number must be written. 

• mÙkj-iqfLrdk ds chp esa [kkyh iUuk / iUus u NksMsa+A 
Don’t leave blank page/pages in your answer-book. 

• mÙkj-iqfLrdk ds vfrfjDr dksbZ vU; 'khV ugha feysxhA vr% vko';drkuqlkj gh fy[ksa vkSj fy[kk mÙkj u 
dkVsaA 
Except answer-book, no extra sheet will be given. Write to the point and do not 

strike the written answer. 

• ijh{kkFkhZ viuk jksy ua0 iz'u&i= ij vo'; fy[ksaA 
Candidates must write their Roll Number on the question paper.    

• d`i;k iz'uksa dk mÙkj nsus lss iwoZ ;g lqfuf'pr dj ysa fd iz'u-i= iw.kZ o lgh gS] ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl 
lEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAlEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAlEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAlEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkA    

 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. 
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uksV %uksV %uksV %uksV %  (i) iz'u Øekad 1 ls 3 esa ls dksbZ nksnksnksnks iz'u djsaA 'ks"k lHkh'ks"k lHkh'ks"k lHkh'ks"k lHkh iz'u vfuok;Zvfuok;Zvfuok;Zvfuok;Z gSaA 

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

compulsory. 

  (ii) izR;sd iz'u ds vad mlds lkeus fn;s x;s gSaA 

   Marks are indicated against each question. 

  (iii) vkids mÙkj vadkuqlkj gh gksus pkfg,A 

   Your answer should be according to marks. 

1. fuEufyf[kr ds pj.k fyf[k, % 5 

(A) page break Mkyus ds fy, 

(B) ,d MkWD;wesaV esa gsMj cukus ds fy, 

Write steps to : 

(A) insert a page break 

(B) create a hedder in a document 

2. ,d odZ'khV esa MkVk Mkyus ds fofHkUu rjhds crk,¡A 5 

Explain different ways of entering data in a worksheet. 

3. ,d vPNh xq.koÙkk dh izstsUVs'ku dh fo'ks"krkvksa dk o.kZu dhft,A 5 

Explain the characteristics of a good quality presentation. 

4. vljnkj lapkj.k ds 7C's dk o.kZu djsaA 3 

Explain the 7C's of effective communication. 

5. IT-BPM baMLVªh ds LVªDpj ij uksV fy[ksaA 3 

Write note on structure of IT-BPM industry. 
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6. Word Processor ds QhplZ fy[ksaA 3 

Write the features of Word Processor. 

7. Calc lkW¶Vos;j ds D;k QhplZ gSa \ 3 

What are the features of calc software ? 

8. izstsaVs'ku esa ^vkmVykbu O;w* vkSj ^uksV~l O;w* dk o.kZu djsaA 3 

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

9. ^Vp Vkbfiax* ds rhurhurhurhu pj.kksa dk o.kZu djsaA 2 

Explain three stages of 'touch typing'. 

10. Writer esa ,d Vscy ds ^jks* vkSj ^dkWye* dks fMyhV djus ds pj.k fy[ksaA 2 

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

11. QkWewZyk Vwyckj esa mifLFkr fodYiksa ds uke fy[ksaA 2 

Name the options present in formula toolbar. 

12. ,d izstsaVs'ku esa ubZ LykbM Mkyus ds pj.k fy[ksaA 2 

Write steps to insert a new slide in a presentation. 

13. ,d izstsaVs'ku esa dkSu&dkSu&ls vkWCtsDV~l Mkys tk ldrs gSa \ 2 

What objects can be included in a presentation ? 

[ oLrqfu"B iz'u oLrqfu"B iz'u oLrqfu"B iz'u oLrqfu"B iz'u ] 

[ Objective Type Questions ] 

14. CU dk iw.kZ :i ---------------- gSA 1 

Full form of CU is …………. . 
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15. USB dk iw.kZ :i ---------------- gSA 1 

Full form of USB is …………. . 

16. BPO dk iw.kZ :i ---------------- gSA 1 

Full form of BPO is …………. . 

17. CAM dk iw.kZ :i ---------------- gSA 1 

Full form of CAM is …………. . 

18. fyf[kr lapkj.k ------------ lapkj.k dk mnkgj.k gSA 1 

Written communication is an example of …………… communication. 

19. WWW dk iw.kZ :i ---------------- gSA 1 

Full form of WWW is …………. . 

20. ,YQkcsV ASDF dhcksMZ ij ------------ Key dh rjg gksrs gSaA 1 

Alphabets ASDF acts as …………. Keys on Keyboard. 

21. Inter Key dks ------------ Hkh dgrs gSaaA 1 

Enter Key is also called ………… Key. 

22. Libre Office esa Qkby ------------- ,DlVsa'ku ls lso gksrh gSA 1 

In Libre Office file is saved with …………. extension. 

23. Writer Window, esa ------------ ckj] ist vkSj 'kCnksa dh la[;k crkrk gSA 1 

In Writer Window, …………. bar displays the number of pages and words. 
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24. MkWD;wesaV ds ,d Hkkx dks fudkyus ds fy, ------------- 'kkWVZdV ^dh* dk iz;ksx gksrk gSA 1 

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

25. Calc esa ,d pkVZ fizaV djus ds fy, ------------ esU;w dk iz;ksx gksrk gSA 1 

…………… menu is used to print a chart in Calc. 

26. ,d lsy esa uEcj Mkyus ij oks vius vki gh ------------- ,ykbu gks tkrs gSaA 1 

Numbers entered into a cell are automatically ………….. aligned. 

27. lHkh LykbM dks ,dlkFk ns[kus ds fy, ----------- view dk iz;ksx gksrk gSA 1 

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

28. …………. view dk iz;ksx LykbM ds daVsaV ij ,uhes'ku yxkus ds fy, fd;k tkrk gSA 1 

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

29. dhcksMZ ------------- fMokbl gSA 1 

(A) buiqV  (B) vkmViqV 

(C) eseksjh  (D) buesa ls dksbZ ugha 

Keyboard is a ………….. device. 

(A) Input (B) Output 

(C) Memory (D) None of these 

30. ,d ckbZV ----------- fcV ds cjkcj gksrh gSA 1 

(A) 16  (B) 8 

(C) 24  (D) 4 
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1 Byte is equal to …………. bits. 

(A) 16  (B) 8 

(C) 24  (D) 4 

31. dhcksMZ dh F1 ls F12 keys ………….. ^dh* dgykrh gSaA 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 

32. U;wesfjd dhiSM esa ----------- rows gksrh gSaA 1 

(A) 5  (B) 8 

(C) 2  (D) 3 

Numeric keypad has …………. rows. 

(A) 5  (B) 8 

(C) 2  (D) 3 

33. Libre Office Writer esa ------------- Change Case fodYi gksrs gSaA 1 

(A) 2  (B) 5 

(C) 6  (D) 7 
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There are ………….. change case options in Libre Office Writer. 

(A) 2  (B) 5 

(C) 6  (D) 7 

34. Write esa ist+ dh fMQkWYV vksfj,UVs'ku gS ----------- A 1 

(A) cqd  (B) iksVªZsV  

(C) ySaMLdsi (D) buesa ls dksbZ ugha 

Default orientation of a page in writer is ………….. . 

(A) Book (B) Portrait  

(C) Landscape (D) None of these 

35. Spreadsheet  esa MkVk dks Øe esa yxkus ds fy, ………….. dk iz;ksx gksrk gSA 1 

(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 

36. Calc esa] odZ'khV dks ----------- ,DlVsa'ku ls lso djrs gaSA 1 

(A) .ods  (B) .odd 

(C) .xls  (D) .obj 

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

(A) .ods  (B) .odd 

(C) .xls  (D) .obj 
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37. LykbM 'kks dks pykus ds fy, ------------- 'kkWVZdV key dk iz;ksx gksrk gSA 1 

(A) F2  (B) Ctrl + X 

(C) F5  (D) Ctrl + V 

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

(A) F2  (B) Ctrl + X 

(C) F5  (D) Ctrl + V 

38. Calc esa] ^jks* vkSj ^dkWye* ds baVjlsD'ku dks ----------- dgrs gSaA 1 

(A) cell  (B) degree  

(C) formula (D) buesa ls dksbZ ugha 

In calc, intersection of 'row' and 'column' is called ………….  . 

(A) cell  (B) degree  

(C) formula (D) None of these 

S 
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•••• Ñi;k tk¡p dj ysa fd bl iz'u-i= esa eqfnzr i`"B 8 rFkk iz'u 38 gSaA  

 Please make sure that the printed pages in this question paper are 8 in number and 

it contains 38 questions. 

•••• iz'u-i= esa lcls Åij fn;s x;s dksM uEcjdksM uEcjdksM uEcjdksM uEcj dks Nk= mÙkj-iqfLrdk ds eq[;-i`"B ij fy[ksaA 

 The Code No. on the top of the question paper should be written by the candidate 

on the front page of the answer-book. 

•••• Ñi;k iz'u dk mÙkj fy[kuk 'kq: djus ls igys] iz'u dk Øekad vo'; fy[ksaA 

 Before beginning to answer a question, its Serial Number must be written. 

•••• mÙkj-iqfLrdk ds chp esa [kkyh iUuk / iUus u NksMsa+A 

 Don’t leave blank page/pages in your answer-book. 

•••• mÙkj-iqfLrdk ds vfrfjDr dksbZ vU; 'khV ugha feysxhA vr% vko';drkuqlkj gh fy[ksa vkSj fy[kk mÙkj u 
dkVsaA 

 Except answer-book, no extra sheet will be given. Write to the point and do not 

strike the written answer. 
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•••• ijh{kkFkhZ viuk jksy ua0 iz'u&i= ij vo'; fy[ksaA 

 Candidates must write their Roll Number on the question paper. 

•••• d`i;k iz'uksa dk mÙkj nsus lss iwoZ ;g lqfuf'pr dj ysa fd iz'u-i= iw.kZ o lgh gS] ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl 
lEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAlEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAlEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAlEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkA 

 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. 

uksV %uksV %uksV %uksV %     iz'u Øekad 1 ls 3 esa ls dksbZ nksnksnksnks iz'u djsaA 'ks"k'ks"k'ks"k'ks"k    lHkh iz'u vfuok;Z gSaAlHkh iz'u vfuok;Z gSaAlHkh iz'u vfuok;Z gSaAlHkh iz'u vfuok;Z gSaA    

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

compulsory. 

1. ,d MkWD;weasV dh QkWjesfVax ds fofHkUu xq.kkas dk o.kZu dhft,A 5 

Explain various features of formatting a document. 

2. lsy dh jsat dks ifjHkkf"kr djsaA Calc ds Formula tool bar eas mifLFkr vkbVe dk o.kZu dhft,A 5 

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

3. ^LykbM isu*] ^VkLd isu* vkSj ^ekLVj ist* dk o.kZu dhft,A 5 

Explain slide pane, task pane and master pages. 

4. fdUgha rhurhurhurhu xq.kkas dk o.kZu djsa tks lapkj.k ds igyqvksa ij izHkko Mkyrs gksaA 3 

Explain any three features that affect perspectives in communication. 

5. 'IT in education' ij uksV fyf[k,A 3 

Write a note on 'IT in education'. 

6. ,d Vscy dks cukus vkSj mleas dkWye Mkyus ds fofHkUu pj.k fyf[k,A  3 

Write steps to create a table and insert columns in it. 
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7. ,d odZ'khV eas yscy vkSj oSY;w dks dSls Mkyk tkrk gS \ 3 

How labels and values can be entered in a worksheet ? 

8. ,d MqIyhdsV LykbM dks Mkyus ds pj.k fyf[k,A 3 

Write steps to insert a duplicate slide. 

9. Vkbfiax dh xfr dks dSls ekik tkrk gS \ 2 

How typing speed is calculated ? 

10. ^ykbcj vkWfQl oMZ izkslslj* ij uksV fyf[k,A 2 

Write note on Libre Office Word Processor. 

11. fdUgha pkjpkjpkjpkj LizsM'khV lkW¶Vos;j ds uke crkb,A 2 

Name any four spreadsheet softwares. 

12. izstsaVs'ku ds ^ukWV~l O;w* dk o.kZu dhft,A 2 

Explain notes view in presentation. 

13. ,d LykbM dk uke cnyus ds pj.k fyf[k,A 2 

Write steps to rename a slide. 

¼oLrqfu"B iz'u½¼oLrqfu"B iz'u½¼oLrqfu"B iz'u½¼oLrqfu"B iz'u½    

(Objective Type Questions) 

14. ekSf[kd lapkj.k .......... lapkj.k dk mnkgj.k gSA 1 

Oral communication is an example of .......... communication. 

15. CPU dk iw.kZ :i .......... gSA 1 

Full form of CPU is .......... . 
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16. ROM dk iw.kZ :i .......... gSA 1 

Full form of ROM is ......... . 

17. URL dk iw.kZ :i .......... gSA 1 

Full form of URL is .......... . 

18. ITeS dk iw.kZ :i .......... gSA 1 

Full form of ITeS is .......... . 

19. CAD dk iw.kZ :i .......... gSA 1 

Full form of CAD is .......... . 

20. GUI dk iw.kZ :i .......... gSA 1 

Full form of GUI is .......... . 

21. Vkbfiax V~;wVj eas orZeku ikB ds foLr`r vk¡dM+s .......... VSc ij ns[ks tkrs gSaA 1 

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

tab. 

22. jkbVj foaMks eas] esU;w ckj .......... ckj ds uhps fn[kkbZ nsrk gSA 1 

In writer window, Menu bar appears below .......... bar. 

23. ,d ^lsy* esa Mkys x, uEcj vius vki gh .......... ,ykbu gks tkrs gSaA 1 

Numbers entered into a cell are automatically .......... aligned. 

24. LykbM ysvkmV dks .......... esU;w ls pquk tk ldrk gSA 1 

Slide layout can be selected using .......... menu. 

25. igys ls gh [kqyh gqbZ izstsaVs'ku dks .......... esU;w ls ns[kk tk ldrk gSA 1 

Already opened presentation can be viewed using .......... menu. 
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26. ,d ubZ izstsaVs'ku dks cukus dh ^'kkWVZdV dh* .......... gSA 1 

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

27. fizaVj ,d .......... fMokbl gSA 1 

(A) vkmViqV  

(B) eseksjh 

(C) buiqV   

(D) bueas ls dksbZ Hkh ugha 

Printer is an .......... device. 

(A) Output  

(B) Memory 

(C) Input  

(D) None of these 

28. lcls NksVh LVksjst bdkbZ .......... gSA 1 

(A) ckbV  (B) fdyksckbV 

(C) fucy  (D) fcV 

The smallest storage unit is .......... . 

(A) Byte  (B) Kilobyte 

(C) Nibble (D) Bit 

29. dhcksMZ dh Tab key .......... gSA 1 

(A) QaD'ku (B) ,UVj 

(C) daVªksy  (D) dek.M 

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

(A) Function (B) Enter 

(C) Control (D) Command 
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30. dhcksMZ ij] F vkSj J .......... key dgykrh gSaA 1 

(A) xkbM  (B) usohxs'ku 

(C) QaD'ku (D) daVªksy 

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

(A) Guide (B) Navigation 

(C) Function (D) Control 

31. U;wesfjd dhiSM ds .......... dkWye gksrs gSaA 1 

(A) 5  (B) 4 

(C) 3  (D) 1 

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

(A) 5  (B) 4 

(C) 3  (D) 1 

32. MkWD;weasV ds 'kq:vkr eas tkus ds fy, .......... 'kkWVZdV ^dh* bLrseky gksrh gSA  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 
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33. MkWD;weasV ds ,d copied fgLls dks paste djus ds fy, .......... 'kkWVZdV ^dh* iz;ksx gksrh gSA 1 

(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 

34. jkbVj eas] Spelling and Grammar fodYi .......... esU;w esa gksrk gSA 1 

(A) Tools (B) File 

(C) Edit  (D) Insert 

In writer, Spelling and Grammar option is present in .......... Menu. 

(A) Tools (B) File 

(C) Edit  (D) Insert 

35. Calc eas odZ'khV dh .......... ,DlVsa'ku gksrh gSA 1 

(A) .odf  (B) .ods 

(C) .odl  (D) .odr 

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

(A) .odf  (B) .ods 

(C) .odl  (D) .odr 

36. LizsM'khV eas ,d QaD'ku .......... ls 'kq: gksuk pkfg,A 1 

(A) ,YQkcsV (B) uEcj 

(C) =  (D) Func 

In spreadsheet, a function should start with .......... . 

(A) Alphabet (B) Number 

(C) =  (D) Func 
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37. dkWye "Z" ds rqjar ckn .......... dkWye vkrk gSA 1 

(A) ZA  (B) AZ 

(C) AA  (D) AB 

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

(A) ZA  (B) AZ 

(C) AA  (D) AB 

38. ;fn A1 : A5 eas 16, 10, 3, 25, 6 vad gSa rks = Average (A1 : A5; 90) .......... n'kkZ,xkA 1 

(A) 16  (B) 150 

(C) 90  (D) 25 

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

will display .......... . 

(A) 16  (B) 150 

(C) 90  (D) 25 

S 
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