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Please check that this question paper contains 11 printed pages.
Q.P. Code given on the right hand side of the question paper should be
written on the title page of the answer-book by the candidate.

e Please check that this question paper contains 24 questions.

e Please write down the serial number of the question in the
answer-book before attempting it.

e 15 minute time has been allotted to read this question paper. The
question paper will be distributed at 10.15 a.m. From 10.15 a.m. to
10.30 a.m., the students will read the question paper only and will not
write any answer on the answer-book during this period.
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T 4397 :

(i)
(ii)
(i)
(iv)

(v)
(vi)

(vit)

341

HIIT 13397 B €717 & TG |
G YT H G @US] H 24 Y97 & : @S & I @U@ |

GUE & 4 Fgi43 THR & 97 8 ol @IS @ H [99THF TN & T97 & |

13 77 (6 + 18) = 24 ¥o7 # &, IFHIgaR 1 3 5 & SRd (HfHTH) G5 H
(6+11)=17 571 & IR 37 & /

fd? a9y @vg & Gy yo1 &1 G&l HH 7 HH BT JIF 13597 ST =670 |
GUE & : JLGIH3 THR & J97 (30 37%F) :
(@) 39 @EH6 I8 |

(b) FIF THRIHE HT 781 8 |

(c) 15T TG a9 % SFAR HIforg |

(d) Fed% §97 | YT & G+ SEeT bl & Iocie 1697 77 & |
TS @ : [d5IHE JHR & Jo7 (30 37%) :

(@) 39 @S T 18 F97 & |

(b) IHIGAR F1 11 J97 F7 & |

(c) 15T 7Y 759 & SFaR HIorq |

(d) Fcd% J97 | YT & GrE+ 3Te12d 37H] BT oo 1597 TI7 & |

@ Ue &
(TEgies T9) (30 31<R)
ISR hieied W feu U 6 Ol § 9 foredl 4 I & I &S | 4x1=4

()  afe d&a I A I R, 9 g R TR T de B 2
(i)  Tor® TepR I ATUITON | I TSR & 8, W Ah 396 TN ITH L
Gehdl 8 ?

(iii) A (cell) ¥ Torelt wide I e & fou v 8 (symbol) &1 ST
fopa ST 8 2
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General Instructions :

(1)
(ii)

(i)

(iv)

(v)

(vi)

(vii)

341

Please read the instructions carefully.

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

Section A has Objective type questions whereas Section B contains
Subjective type questions.

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.

All questions of a particular section must be attempted in the correct
order.

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.
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)

Answer any 4 questions out of the given 6 questions on employability
skills. 4dx1=4

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

(i1))  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) I TRL (text) ol &MU, 2T I 9 H GHEING (set) Tomam I 2, @
IE M (function) T HaATdl & ?
(v) 39 ARk &l 9 fafge e Afoehan HiY Icared & fa 78 3R 39a
Trenfiehl & i |

(vi) T3 (Startups) ! 3T SGMH T ITATHU (ecosystem) IR T & T
YT ThR g hi9-Hl T8 <hl T8 3 ?

2. fewwu 79l 4 @ =gl 5 It & I €T | 5x1=5
(1) HAUER & U 3-W=ER (E- correspondence) ¥l S IOIBED
e & T R |

(i) B2B 3R C2B @I Ui &9 (full form) fafET |
(iii) @&H UMEeRl ¢RI 3Tdies TRMEE & fau Fés S 3 & fou

oy R S g |

(iv) oTR-fawmfi feoqoft an et fevaoft =61 g@r g |

(v) I BT gEH G oh (¢ AR I __ Tehdl (signs)
TSIl STH ST =T |

(vi) ———»| 38 &% (sign) 1 319 fafeu |

(vii) HINH (margin) ¥ HeX (matter) i @ o T fopd Agfepe =%
(manuscript sign) <hl T R STt B 2

3. fewwu 7 vl 4 @ foh=dl 6 It & I €IS | 6x1=6

(1) QT?"@F[ % (Excel form) w1 ® |

(i) EHlee ¥ HH-H TH FATE (commands) Quick Access TATR (Toolbar)
HEd 8 ?

(iii) Fillhandle®d (cel)®% &M (corner) H T ST 7 |

(iv) 39 mouse action @i TiRgT ek g1 I8 T (row) I e (select)
feme Smar 2 |

(v)  Gfshd Td (Active cell) TSI (spreadsheet) <hl ¥Idsh (component)
2 | (@&t = 7

(vi)  Cell contents = Qﬁ?:T 8 ®I<§I-\1 * I(E'N, 9gfd (method) &1
TR fepa e B |

(vii) Tafsmse 9 (specific row) IT hicTH & lock A & faU <l
TR foRa ST R |
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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 § out of the given 7 questions. 5x1=5
(1) E-correspondence has also become extremely essential for
business.

(i1) 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
(1) An Excel form is part of the

(ii)) 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 69wl # ¥ fordl 5 vl & I T | 5x1=5
(1) TRt :ﬁ?.'{:[ (Speaker Notes) <> %@m (Handouts) * %I'Q forg

TTFa=R T TN fohart Sfrar & 2

(ii) A TAES (current slide) =T R TH Iet fo@mE qar 7 |

(iii) IdH TS (current slide) ¥ JEATHU (Presentation) & L
T wiidene (shortcut key) 2 |

(iv) $eHe W M (document) ! & fau g1 @9 359 (Search
Engine) bl Ta13T <l 3Ta9TehdT BT & |

(v) I SRRFL (Web Directory) 3l Teh 3¢8T 7 |
(vi) T (Google)” 1 U &9 (full form) TAfET |

5. mmsmﬁam5m%ww| 5x1=5

(i) 9 (search ) ®|<5|-1 &+ fau AT (operator) <hl ERIURERI
SIcIES

(i1) ~ 3fesq 99 359 (Indian Search Engine) <hal S1dl 2 3R T8
TEIFT ol powered IERIRIEI % |

(iii) 3199 TR @ gush s9E W@e & o Teh caiid 3T T
qlent (Fred) 2 |

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

(v) 39 Gmail page * TP IS o (compose button)
fenmn g |

(vi) Hue et (compose window) & = (bottom) T 3T
3T (icon) Teh A¢THE ! TeiHd LT B |

6. fouww 69wl 0 @ fohgdl 5 Uwl & 3T U | 5x1=5

i) &t g2 (deleted) T§ U (mails)H A W@ @17 |

(i) IREREl (Viruses) 1 FffeRtUl 3ITeh! _ Tfd R FGER h
YR 9T fera ST 2 |

(iii) I IRRE T IRE 7 |

(iv) e § 9TE shHY 1 &I SR g |

) %%{q 0 Iqorey fohrgl @ TTe YUMTerAl (Operating Systems) bl

|

(vi) _%_W,WLANSﬁWwﬁWHw%%QW

SITdT & |
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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 ?
(ii) 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
(1) 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

(1) 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 w9=r) (30 31<R)
TSR HI9eT X 130 70 5 J991 5 @ a1 8 o1 & I/ G0 | i J97 &7 IH
20 - 30 ¥rs51 7 FT | 9%9=6
7.  Toreht fafsre safhca w1 avia & aret 9 agel (Yuefied) & 9m fafee sk
3eh! TS HIST |
8. 39 @ il &l wee hifqu f59e gra &x ‘TFWI'ITﬁrﬂ'@ﬁ (result-oriented) &4
gehd & |
9. THA (Excel) H ST Tl (data entry) & fohae &R 8, 3 am fafgu sk
I8 TI HINT |
10. AN Q?{}lﬁ (Excel) T BhiHe Ueet (Format Painter) bl TN 8 STl 2
11. g ITH! hig 8 2
130 79 5 941 7 G fa-a1 3 Fo] & I 20 — 30 Fsal 8 i@ | 3x2=6
12. TR 99N & &t g & 9w fafgu |
13. fafafea genat o1 319 fafgu .
wn, SP, //, #
14. T (row) 3T HiaH (column) & o T AR 36’ ?
15. 9Taige Tl (Presentation) @l fSic T o T (steps) 1 THST |
16. 99 39 (Search Engine) 1 qATT die |
30 77 8 991 H G f871 2 Fo41 & I 30 — 50 gl 7 Ffoig | 2x3=6
17. UaA (Excel) # 7T 31fmcd (Mathematical operators) °hl SATEA
SIS |
18. &1ES M (Slide Show) ¥ AT T U & ?
19. 35 (E-mail) % Jed &R IfET |
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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. 3Ix2=6
12. Name the different types of official correspondence.

13. Write the meanings of the following signs :
w, 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. 2x3=6
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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15T 717 5 Fo1 7 & febegl 3 F¥1 @ I 50 - 80 WG] H FrT 3x4=12
20. TR TR 3R fo"9 (Business) TR T 37 T iU |

21. AT (formula) 3 H& U I TIC HIT |

22. JEIAIRT (Presentation) 9T & 3T $8eh &1 ITAM & ?

23. 9 39 h gNI g1 JTH i & TN (steps) i TARGT |

24. Trgl IR I® U (Antivirus) SRR % AW IRIT 3R 3T T HFER
(PC) ! 9T ¥ Y &= Tehd 7, AT hHIfVT |
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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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