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The maximum time to answer the paper is given at the top of the question 
paper. It includes 15 minutes for reading the question paper.

»ÝWÜ & G 
SECTION – A 

I. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ A¥ÜÊÝ A±Üä|ì ÖæàÚPæWÜÚWæ ®ÝÆáR BÁáRWÜÙÜ®Üá° ¯àvÜÇÝX¨æ. 

AÊÜâWÜÙÜÈÉ ÖæaÜác ÓÜãPÜ¤ÊÝ¨Ü EñÜ¤ÃÜÊÜ®Üá° BÄÔ, A¨ÜÃÜ PÜÅÊÜÞûÜÃÜ¨æãí©Wæ ±Üä|ì 

EñÜ¤ÃÜÊÜ¬Üá® ŸÃæÀáÄ  7 × 1 = 7 

 Four alternatives are given for each of the following questions / 

incomplete statements. Choose the correct alternative and write the 

complete answer along with its question number and alphabet : 

1. hÝÆ¨ÜÈÉ ÓæàÊæWÜÙÜ®Üá° J¨ÜXÓÜáÊÜ WÜ|PÜ¿áíñÜÅÊÜ®Üá° ×àWæ PÜÃæ¿ááñÝ¤Ãæ 

(A) ¸ÝÖæãÂà±ÜPÜÃÜ|WÜÙÜá (B) ÓÜÊÜìÃ… 

(C) PæÉ„íp… (D) ÇÝÂ±…pÝ±… 

 The computer which provides services in a network is called 

(A) Peripherals (B) Servers 

(C) Client (D) Laptop 

2. D PæÙÜX®ÜÊÜâWÜÙÜÈÉ ¿ÞÊÜâ¨Üá ÊæçÃ…ÇæÓ… AíñÜhÝìÆ ÓÜí±ÜPÜì¨Ü Ë«ÜÊÝXÃÜáÊÜâ©ÆÉ 

(A) Êæç&¶æç (B) Êæç&ÊÜÞP…Õ 
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(C) vÜ¿áÇ…&A±… (D) 5G 

 Which of the following is NOT a wireless type of Internet 

connectivity ? 

(A) Wi-fi (B) Wi-Max 

(C) Dial-up (D) 5G 

3. BÁáR ÊÜÞw¨Ü ±ÜsÜÂ¨ÜÈÉ ÓÜ|¡ AûÜÃÜWÜÙÜ®Üá° ¨æãvÜx AûÜÃÜWÜÚWæ Ÿ¨ÜÇÝÀáÓÜÆá 

ŸÙÜÓÜáÊÜ BÁáR 

(A) Çæãà¿áÃ… PæàÓ… (B) ÊÝPÜÂ PæàÓ… 

(C) pÝWÜÇ… PæàÓ… (D) A±Ü³Ã… PæàÓ… 

 The option used to convert small letters to capital letters in 

selected text is 

(A) Lower case (B) Sentence case 

(C) Toggle case (D) Upper case 

4. ¯ÝÂÃÝWÝÅ¶…¬Ü BÁáR¿áá D PæÙÜX¬Ü pÝÂ¸… Aw¿áÈÉ Æ»ÜÂË¨æ 

(A) C¬…ÓÜp…ì pÝÂ¸… (B) ¶ÝÊÜÞÂìp… pÝÂ¸… 

(C) ±æàh… ÇæàLp… pÝÂ¸… (D) ÖæãàÊÜå… pÝÂ¸… 

 Paragraph selection option is available in which of the following ? 

(A) Insert tab (B) Format tab 
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(C) Page layout tab (D) Home tab 

5. BPÝÃÜ BÁáR¿áá D PæÙÜX®Ü WÜáí²®Ü Aw¿áÈÉ Æ»ÜÂË¨æ 

(A) ËÊÜÃÜOæ CÆÓæóàÍÜ®… (B) væàpÝ 

(C) ÔíŸÇ…Õ (D) ¶Ýíp… 

 Shapes option is available under which of the following groups ? 

(A) Illustration (B) Data 

(C) Symbols (D) Font 

6. ËñÜÄñÜÖÝÙæ¿á ñÜíñÝÅíÍÜ¨ÜÈÉ C¨Üá wà¶ÝÇ…r ËàûÜOæ¿ÞXÃÜáñÜ¤¨æ 

(A) ¯æàh… ÇæàLp… ÊÜäÂ

(B) PÜÓÜrí ÊÜäÂ 

(C) ¶ÜâÇ… Ôðà¬… ÊÜäÂ

(D) ¬ÝÊÜáìÇ… ÊÜäÂ 

 The default view in spreadsheet software is 

(A) page layout view 

(B) custom view 

(C) full screen view 
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(D) normal view 

7. D BÁáR¿áá AvÜxÓÝÆá ÖÝWÜã E¨ÜªÓÝÈ¬Ü ÖævÜÃ… A¬Üá® Ô§ÃÜÊÝXÓÜáñÜ¤¨æ 

(A) µÅàh… (B) ÓÝp…ì 

(C) Öæçv… (D) µÆrÃ… 

 The option which helps the header of row and column to remain 

constant is 

(A) Freeze (B) Sort 

(C) Hide (D) Filter 

II. ÓÜãPÜ¤ÊÝ¨Ü EñÜ¤ÃÜ©í¨Ü ¹qrÃÜáÊÜ ÓÜ§ÙÜÊÜ®Üá° »Ü£ì ÊÜÞw  3 × 1 = 3 

 Fill in the blanks with suitable answer :  

8. WAN ®Ü ËÓÜõñÜ ÃÜã±Ü .......................... . 

 The acronym for WAN is ……………… . 

9. væàpÝÊÜ®Üá° Jí¨æà WÝñÜÅ¨Ü ¨ÜñÝ¤íÍÜWÜÙÝX Ë»ÜiÓÜáÊÜâ¨ÜPæR ×àWæ PÜÃæ¿ááñÝ¤Ãæ 

.......................... . 

 The data which is broken up into bits of same sized pieces is                  

called ................... .  

10. pæàŸÇ…®Ü Jí¨Üá AvÜxÓÝÆ®Üá° WÜáÃÜá£ÓÜáÊÜ A®Ü®ÜÂ ÊÝÂÆáÂ …………… .
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 The unique value that identifies a row in a table is …………… . 

III. 11. A-±Üqr¿áÈÉ ËñÜÄñÜÖÝÙæ¿á BÁáRWÜÙÜ®Üá° ÊÜáñÜá¤ B-±Üqr¿áÈÉ AÊÜâWÜÙÜ WÜáí±ÜâWÜÙÜ®Üá° 

¯àvÜÇÝX¨æ. AÊÜâWÜÙÜ®Üá°  Öæãí©Ô EñÜ¤ÃÜWÜÙÜ®Üá° PÜÅÊÜÞûÜÃÜ¨æãvÜ®æ ŸÃæÀáÄ  

   4 × 1 = 4 

  Options of spreadsheet is given in Column-A and groups are 

given in Column-B. Match them and write answer with 

alphabet : 

A-±Üqr 
Column-A 

B-±Üqr 
Column-B 

i) ¸æÅàP…Õ

Breaks

a) Ë®ÝÂÓÜ WÜáí±Üâ 

 Styles group 

ii) µÅàh… ±æà®…Õ 

Freeze panes 

b) GwqíW… WÜáí¯Üâ 

 Editing group 

iii) PÜíwàÐÜ®ÜÇ… ¶ÝÊÜÞìqíW… 

Conditional formatting 

c) ¯æàh… Óæp… B¯… WÜáí¯Üâ 

 Page setup group 

iv) BpæãàÓÜÊÜå… 

Autosum  

d) Ëívæãà WÜáí±Üâ 

 Window group 

 e) ¶Ýíp… WÜáí¯Üâ 

 Font group 

 f) C¬…Õp…ì WÜáí¯Üâ 

 Insert group 

 g) væàpÝ WÜáí±Üâ 

 Data group 

IV. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  6 × 1 = 6 

 Answer the following questions : 

12. ²àÃ… oá ²àÃ… hÝÆ Gí¨ÜÃæà®Üá  
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 What is peer to peer network ? 

13. ÎÃæãàÇæàS Gí¨ÜÃæà®Üá  

 What is header ? 

14. EbñÜ QÉ±…Bp…ìWÜÙÜ®Üá° J¨ÜXÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá hÝÆñÝ|  

Êæ¸…ñÝ|WÜÙÜ®Üá° ±Üqr ÊÜÞw. 

 List any two websites that offers free clip arts. 

15. BpæãàÓÜÊÜå…®Ü E±ÜÁãàWÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the uses of Autosum. 

16. ¶ÜâÇ… Ôðà®… ËàûÜOæ¿á®Üá° HPæ ŸÙÜÓÜÇÝWÜáñÜ¤¨æ  

 Why is full screen view used ? 

17. ËñÜÄñÜÖÝÙæ¿áÈÉ ÆíŸÊÝ¨Ü ±Üâo ËÃÝÊÜá ÓæàÄÓÜÆá ŸÙÜÓÜáÊ Ü ÖÜíñÜWÜÙÜ®Üá° 

ŸÃæÀáÄ. 

 Write the steps to insert vertical page break in spreadsheet. 

V. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  5 × 2 = 10 

 Answer the following questions : 

18. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ Aw q±Ü³~¿á®Üá° ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to insert footer in word document. 

A¥ÜÊÝ /OR 

 ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ QÉ±…Bp…ì A®Üá° ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ.
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Write the steps to insert clip-art in word document. 

19. ËñÜÄñÜÖÝÙæ ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR aÝp…ì®Ü AíÍÜWÜÙÜ®Üá° ±Üqr ÊÜÞw. 

 List any four chart elements in spreadsheet. 

20. ±ÜÅÓÜá¤£¿áÈÉ aÝp…ìWÜÙÜ®Üá° ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to insert charts in the presentation. 

21. ÓÜÊÜá¿á ¯ÊÜìÖÜOæ Gí¨ÜÃæà®Üá   ÊæáçPæãÅàÓÝ¶…r Lp…ÆáP… ñÜíñÝÅíÍÜ¨ÜÈÉ 

Æ»ÜÂËÃÜáÊÜ ËàûÜOæWÜÙÜ®Üá° £ÚÔ. 

 What is time management ? Mention the views available in 

Microsoft outlook software. 

A¥ÜÊÝ /OR 

 ®æàÊÜáPÝ£¿á®Üá° WæãñÜá¤ ÊÜÞvÜáÊÜ GÃÜvÜá Ë«ÜWÜÙÜ®Üá° £ÚÔ. 

 Mention two ways to schedule an appointment. 

22. væàpÝ¸æàÓ…®ÜÈÉ®Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR væàpÝpæç±…WÜÙÜ®Üá° £ÚÔ. 

 Mention any four datatypes in database. 

VI. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  4 × 3 = 12 

 Answer the following questions : 

23. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ Jí¨Üá PÝÂÃÜPÜrÃ… A¥ÜÊÝ ±Ü¨Ü ÓÜÌÃÜã±Ü Ÿ¨ÜÇÝÊÜOæ ÊÜÞvÜáÊÜ 

¿ÞÊÜâ¨Ý¨ÜÃÜã BÃÜá BÁáRWÜÙÜ®Üá° £ÚÔ. 
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 Mention any six options to make changes to a character or word 

profile in word processor. 

24. ±ÜÅÓÜá¤£ ±æÅÓæípæàÍÜ®…  ¿áÈÉ bñÜÅ ñÜá|áPÜ®Üá° ÓæàÄÓÜáÊÜ GÃÜvÜá ŸWæ¿á®Üá° 

ŸÃæÀáÄ ÊÜáñÜá¤ ±ÜÅÓÜá¤£¿áÈÉ bñÜÅ ñÜá|áPÜ®Üá° ŸÙÜÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã Jí¨Üá 

Ë«ÜÊÜ®Üá° ËÊÜÄÔ. 

 Mention two ways to insert a movie clip in presentation and 

explain any one type of these procedures to insert a movie clip in 

presentation. 

A¥ÜÊÝ /OR 

 ±ÜÅÓÜá¤£¿áÈÉ PæãàÐÜrPÜ ÓæàÄÓÜáÊÜ GÃÜvÜá ŸWæ¿á®Üá° ŸÃæÀáÄ ÊÜáñÜá¤ ±ÜÅÓÜá¤£¿áÈÉ 

PæãàÐÜrPÜ ŸÙÜÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã Jí¨Üá Ë«ÜÊÜ®Üá° ËÊ ÜÄÔ. 

 Mention two ways to insert a table in presentation and explain 

any one type of these procedures to insert a table in presentation. 

25. ±Üâ®ÜÃÝÊÜ£ìñÜ ®æàÊÜáPÝ£ Gí¨ÜÃæà®Üá   ±Üâ®ÜÃÝÊÜ£ìñÜ ®æàÊÜáPÝ£¿á®Üá° ÃÜbÓÜáÊÜ 

PÜÅÊÜáÊÜ®Üá° ŸÃæÀáÄ. 

 What is recurring appointment ? Write the procedure to create a 

recurring appointment. 

26. væàpÝÊÜ®Üá° Ÿ¨ÜÇÝÀáÓÜáÊÜ GÃÜvÜá »ÝÐæWÜÙÜ®Üá° £ÚÔ ÖÝWÜã AÊÜâWÜÙÜÈÉ 

¿ÞÊÜâ¨Ý¨ÜÃÜã Jí¨Ü®Üá° ËÊÜÄÔ. 

 Mention the two types of languages used to manipulate data and 

explain any one of them. 

VII. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  2 × 4 = 8 

 Answer the following questions : 

27. µÆrÃ… BÁáR¿á PÝ¿áìÊæà®Üá   ËñÜÄñÜÖÝÙæ¿á ñÜíñÝÅíÍÜ¨ÜÈÉ µÆrÃ… 

BÁáR¿á®Üá° ŸÙÜÓÜáÊÜ PÜÅÊÜáÊÜ®Üá° ËÊÜÄÔ. 
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 What is the function of filter option ? Explain the procedure to use 

the filter option in spreadsheet software. 

28. væàpÝ¸æàÓ…Wæ ÓÜíŸí˜Ô¨Üíñæ, D PæÙÜX®ÜÊÜâWÜÙÜ PÝ¿áìWÜÙÜ®Üá° ŸÃæÀáÄ : 

 (i) QÅÁáàp… (ii) A¯…væàp… 

 (iii) C¬…ÓÜp…ì (iv) wÈàp… 

 With reference to the database, write the functions of the 

following : 

 (i) CREATE (ii) UPDATE 

 (iii) INSERT (iv) DELETE 

A¥ÜÊÝ /OR 

 væàpÝ¸æàÓ…®Ü ÓæÇæP…r ( SELECT ) ÖæàÚPæ¿á PÝ¿áìÊÜ®Üá° A¨ÜÃÜ ÓÝÊÜÞ®ÜÂÃÜã±Ü 

ÊÜáñÜá¤ E¨ÝÖÜÃÜOæÁãí©Wæ ËÊÜÄÔ ÖÝWÜã IbfPÜ Ë˜WÜÙÜ®Üá° £ÚÔ. 

 Explain the function of SELECT statement with syntax and 

example and mention its optional clauses in database. 
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»ÝWÜ & ¹ 

SECTION – B 

I. Four alternatives are given for each of the following questions / 
incomplete statements. Choose the correct alternative and write the 
complete answer along with its question number and alphabet : 3 × 1 = 3 

29. Identify the simple future tense for the given sentence : 

 "I spoke in English with my friends."  

(A) I will speaking in English with my friends   

(B) I will speak in English with my friends 

(C) I will spoke in English with my friends  

(D) I will be spoke in English with my friends. 

30. Among the given options which term is NOT used for giving 
direction ? 

(A) Turn right (B) U-turn 

(C) Start (D) Go - straight 

31. Identify the present continuous tense in the given options :  

(A) Everybody will having a great time at party  

(B) Everybody is having a great time at the party 

(C) Everybody have a great time at the party  

(D) Everybody had a great time at the party 

II. Fill in the blank with suitable word given in the brackets : 1  1 = 1 
32. The words used to connect phrases and words are …………… .  
    ( prepositions, conjunctions ) 

III. Answer the following question : 1  2 = 2 
33. What is curriculum vitae (CV) ? Mention any two CV terms.  

IV. Answer the following questions : 4 × 1 = 4 

34. Fill in the blanks with the appropriate Article given in the 
brackets : 

 i) For dessert, ............ plate of Kheer will do. 
   ( a , the, no article needed ) 
 ii) I would like to cancel ............ onion masala dosa I ordered. 
   ( a, the, no article needed ) 
 iii) Could you get me ...........bowl of tomato soup ? 
   ( a, the, no article needed ) 

 iv) I will have a tomato and mushroom Pizza with ........... cheese 
topping. ( a, the, no article needed ) 

OR 
 Fill in the blanks with the appropriate preposition given in the 

brackets : 

i) The florist's stall is …………… Karna's house. ( below, under )   

ii) Walk …………… you reach the traffic point. ( till, before ) 

iii) The temple is right next …………… bus stop. ( for, to ) 

iv) The book store is just …………… the street. ( across, under ) 
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