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qierelf gurgmd oA YRl HOE I@ D
Candidates are required to give their answers in
their own words as far as practicable.

Y% Y ® & sEh gmd fgu u €
Marks allotted to each question are indicated
against it.

fagr ﬁ%ﬂ :
Special Instructions :
() 9l & ST I 99 S IV-HEH YvA-O
WG TS 2, IT-YReTehl W 58 gvq-gey
ferem sifrerd 2
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(i1)

(iii)

(1v)

(v)

While answering your Questions, you

must indicate on your Answer-book the

same Question No. as it appears in your

Question paper.

IW-Yfgeh & o= H @iell 9=/9 F
1o

Do not leave blank page/pages in your

Answer-book.

g+t gy sifErd €

All questions are compulsory.

I Hiw W dahETd g4 =feul
Answer should be brief and to the point.

1 3% o/ g % IW 1 Ve 7Yl T
ufer H, 2 3Tl o UvEl & IO 20-40
YR | qAT 3 HF] I AT & I 40-60

& | sty

- Answer to questions of 1 mark in one word

or in a line, of 2 I_narks in 20-40 words and

of 3 marks in 40-60 words.
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i:[ﬁ” I[EH QQ;lT % 3”1\ él[\alu . ' = . . . .
N A (5x1=5) Header and Footer is available in which of

the following menus?

Answer the following questions: _
(a)  File Menu

() = YEYA iy Infae 2 (b) Insert Menu
(¢)  View Menu
(1) eafavam™ () ATH- A=l (d) Edit Menu
\ , Gi) fAfafea 7 9 ®m-®w FeF (Cale) °
(|) = waom (%) zwr= =+l T8 T g (Worksheet) &1 fammr
Self Management skills include: (extension) &2
(3A) .ods (F) .odd
(a) Self-Confidence _}} xls (X) .obj
Which of the following is an extension of a

(b) Self-Awareness Worksheet created in Calc?
L (a) .ods (b) .odd
(c) Self-Motivation © .xls : (d) .obj
ALl of the Above (iv) 29 2refyn ... Y ¥ H S gHdl 2
&> (3) 1
(i) BT (Header) 3R FX (Footer) FrAfafem o
H 4 fea 'eF-[\ (Menu) H IU=H 2?2 (9) I & =1
(50) o (F) 79 4 & it ==
PIZed ' Touch Typing can be done with ... hand.
L) ZEE A (@) 1
(b) 2
() = ﬁ:'L (¢) Both of the above
(X) tfee fF,L - (d) None of the above
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(v) BPM 1 900 F o, z|
(#1) Business Process Manager
(&) Business Process Management
(H) Business Protocol Management
(Z) None of the above
The full form of BPM1s ...
% Business Process Manager
.=+ Business Process Management

(¢) Business Protocol Management

(d) None of the above

freafefea godi & 39 9uq ¥ fafgq (+E 39

HITST) = (10x2=20)
Answers the following questions in brief (do any
ten):
(i) HIR 1 gfiafya wifsa)
Define Communication.
(i) =T (Copy) X T (Paste) i ¥ZH=
(shortcut) sl (key) 1 §2
What is the shortcut key for Copy and
, Paste?
Ghi) TEE (Mouse) Wi wfiufug wif)
Define Mouse.
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(iv) RAM 3t ROM &1 quf &9 &1 72
What is the full form of RAM and ROM?

(v) TSI (Spreadsheet) ® A (Cell) 3R
HA U249 (Cell Address) &1 IR9If9a Hifsm

Define Cell and Cell Address in a
Spreadsheet.

(vi) BRE  erefegecen (Green Economy) !
gty sifsg)

Define Green Economy:.

e _ EyE
(vii) T9€ IEMHT 292X (Rapid Typing Tutor) W%%
afi=g i |

Give the introduction of Rapid Typing
Tutor.

(viii) Siee (Presentation) I §<g (close)

& fag =gor (steps) TafEu

Write the steps to close the Presentation.
(ix) BPO #R ITes &1 Q0f &9 (full form) ferfiay

Write the full form of BPO and ITes.
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(x) g TEET (Word Processing) A2y

( document ) 9 FAMW?

( Software) q 52 (text) ! g ‘111, T 7?37,.7” o fafag= 752 i A R
(select) HT & AT =0T (steps) ferfem Alignment ) T ¥ e AT
Write the steps to select the text in Word What are the different Text Alignnents .7
Ii'frj?cessing Software. a Presentation? Explain.

Mﬁﬁq:{ & W A (IT) F 1 A JjEPIM % 3 AffF3  (Libre Office) ¥ 275552
(applications) fef@Ew|

- f - .
Write any three applications of IT {n various P

field. . _
' ] - . . o . (v) Az (Cale) ¥ 9F (basic) F=
Frafafaa v & s 9gg d fafee (+E gr= ) i
( functions ) H1 20 FIfF0- SUM. Max Iwd

Fifera) (5%3=15) d

How to create a document in Libre Officz”

! : . : AVERAGE |
Answer the following questions in brief (do any
five ): " | Explain the basic functions in Cale - SUUM.
(i) 9 ° srdiug 3w H guiE Hifs)| MAX, AVERAGE.
Describe the BPM Industry in India. (viy ZF91 F19A  (Entrepreneur Skills; ¥
(ii) ®rare (Keyboard) ® fafd= gwr =t =il fafa= Y= % AISTE (Businesz; -
(Keys) Tt A7 ®HifSQ) e

Explain different types of Keys in. uh

Explain the different types of Businesses iz
Keyboard.

/o Entrepreneur Skills.
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