
SL 

NO

CONTENT OF 

UNIT

NO OF 

TOTAL 

HOURS

Total 

No. of 

Quest

ions

Total 

weight

age of 

Marks

OT VSA SA ET OT VSA SA ET OT VSA SA ET OT VSA SA ET

1M 2M 3M 6M 1M 2M 3M 6M 1M 2M 3M 6M 1M 2M 3M 6M

1
Functional 

English(Advance)
20 1 1 1 1 1 1 6 12

2 Word Processing 15 1 1 1 1 1 5 15

3 Spread Sheet 20 1 1 1 1 1 1 6 15

4 Presentation 15 1 1 1 1 1 5 10

5 Email Messaging 15 1 1 1 1 1 1 6 15

6
Web Design 

Development
35 1 1 1 2 2 1 1 9 23

6 6 5 0 0 6 4 0 4 1 0 2 0 0 1 2

6 12 15 0 0 12 12 0 4 2 0 12 0 0 3 12

BLUE PRINT FOR 2ND PUC

N.S.Q.F (National Skill Qualification Frame Work)
Duration: 2:15 hours Maximum Marks:60

33 24 18 15

Total No. of Questions

Total Weightage of 

Marks

Knowledge Understanding Application Skills/ Expression

17

Code:61 Subject: IT/ITES

120

10 7 3

90

37 



Subject Code: 61 (NS) 

IT/ITES (INFORMATION TECHNOLOGY) 

(Kannada and English Version) 

Time: 2 Hours 15 Minutes]      [Total No. of questions: 43] [Mar Marks: 60 

(English Version) 

Instructions: 

1. This question paper consists of 37 objective and subjective types of questions 

and follows the instructions. 

2. Figures in the right hand margin indicate maximum marks for the question 

and the number of questions to be attended. 

3. 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. 

 

PART - A 

I. Four Alternatives are given for each of the following questions Choose the 

correct alternative & write the complete answer along with its 

Question number and alphabet 

 10*1=10 

1. I ______________ take there if you like. (Add the correct helping verbs) 

a) will  b)could  c)should  d)can 

2. The new microchip from Intel is really very __________ 

a) small  b)tiny   c)short  d)little   

3. Paste special option is available in _____________ dropdown menu. 

a) home  b) insert c) edit  d) tools 

4. Accept or Reject option is available under _______ submenu of Edit menu. 

a) changes b)compare document  c)fill  d)paste special 

5. _______________ is an electronic document by itself that is used for encrypting other 

documents such as spreadsheets, audio or video files, etc. 

a) Digital file  b) Digital Certificate  c) Manual file  d) Manual Certificate 

6. Rehearse timing option is available in _________ dropdown menu. 

a) Slide show  b)slide view  c)slide sorter view  d)slide master 

7. File extension for iCalendar files:_________ 

a) *.htm  b)*.ics  c)*.csv  d)*.ott 

8. Grouped by sort is available in _______ sub menu of _______ menu. 

a) sort by and view b) threads and view   

c) tasks and insert  d) message body as and home  

 

 



9. Hyperlink option is available under__________ menu in MEW. 

a) File  b) Edit  c) Insert  d) Site 

10. Frame page should be created from __________ menu. 

a) File  b)Edit  c)Insert  d)Site 

 

 

PART-B 

 

II Answer any TEN of the following questions. 10x2=20 

 

11. Explain Call Center. 

12. Write the advantages of Effective Listening skills. 

13. Explain the procedure to edit a template in word document. 

14. Explain the purpose of Pivot Chart in spreadsheet software. 

15. Explain the purpose of Protect files in spread sheet. 

16. Explain the procedure to insert Smart Art Graphics in Presentation software. 

17. Explain the purpose of annotation in a presentation. 

18. Explain the procedure to advance each slide with a custom timing (manual). 

19. Explain the procedure to sharing a calendar Using Microsoft Outlook. 

20. Explain the procedure to modify the default message view to plain text in email messaging. 

21. Explain the procedure to create a new empty site in MEW. 

22. List any five HTML editors. 

23. Explain the procedure to create unordered lists in MEW. 

 

PART- C 

III. Answer any SIX of the following questions. 6x3=18 

 

24. Explain BPO, KPO and RPO. 

25. Write the techniques for Active Listening. 

26. Explain the procedure to create a label with custom size in word document. 

27. Explain the procedure to include a return address to be used on an envelope in word 

document. 

28. Explain the procedure to include hyperlinks in spreadsheets with different examples. 

29. Explain the procedure to create a custom slide show in presentation software. 

30. Explain the procedure to add commands to quick access toolbar with an example.  

31. Explain the procedure to launch the image toolbar in email messaging. 

32. Explain the procedure to insert clippings from YouTube in web page. 

33. Explain the procedure to create multiple layers and positioning them. 

 



PART-D 

IV Answer any TWO of the following questions.  2x6=12 

34. Explain the procedure to perform a mail merge for sending an invitation as a pdf attachment 

in word document. 

35. Answer the following. 

A. Explain the procedure to create pivot table from a sample data. 

B. Explain the procedure to apply slicers to a sample data. 

36. Explain the procedure to backup profile folder (Mozilla Thunderbird). 

37. Answer the following. 

A. Explain the purpose of behaviors with an example in MEW. 

B. Explain the procedure to create a form and to use different form controls in MEW. 
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«µÀAiÀÄ À̧APÉÃvÀ - 61 (J£ï.J¸ï) 
Ln / LnEJ¸ï (E£ïàªÉÄðÃµÀ£ï mÉPÉÆßÃ®f) 

À̧ªÀÄAiÀÄ: 2 UÀAmÉ 15 ¤«ÄµÀ    [MlÄÖ ¥Àæ±ÉßUÀ¼À ¸ÀASÉå : 43]   [MlÄÖ CAPÀUÀ¼ÀÄ: 60] 
 

(PÀ£ÀßqÀ DªÀÈwÛ) 
¥ÀjÃPÁëyðUÀ½UÉ ¸ÀÆZÀ£É: 
1. F ¥Àæ±Éß¥ÀwæPÉAiÀÄÄ 37 ªÀ¸ÀÄÛ¤µÀ× ªÀÄvÀÄÛ «µÀAiÀÄ¤µÀ× ªÀiÁzÀj ¥Àæ±ÉßUÀ¼À£ÀÄß ºÉÆA¢zÉ. 
2. §® ¨sÁUÀzÀ°è PÉÆnÖgÀÄªÀ CAQUÀ¼ÀÄ ¥Àæ±ÉßUÀ½gÀÄªÀ ¥ÀÆtð CAQUÀ¼À£ÀÄß vÉÆÃj À̧ÄvÀÛzÉ ªÀÄvÀÄÛ JµÀÄÖ 
¥Àæ±ÉßUÀ½UÉ GvÀÛj¸À É̈ÃPÉAzÀÄ ¤ÃrzÉ. 
3. ¥Àæ±Éß ¥ÀwæPÉAiÀÄ£ÀÄß N¢PÉÆ¼Àî®Ä 15 ¤«ÄµÀ PÁ¯ÁªÀPÁ±ÀªÀÅ Ȩ́ÃjzÀAvÉ GvÀÛj À̧®Ä ¤UÀ¢¥Àr¸À¯ÁzÀ 
À̧ªÀÄAiÀÄªÀ£ÀÄß ¥Àæ±Éß¥ÀwæPÉAiÀÄ ªÉÄÃ®ãUÀzÀ°è PÉÆqÀ¯ÁVzÉ. 

 
 
I. F PÉ¼ÀV£À ¥Àæ±ÉßUÀ½UÉ CxÀªÁ C¥ÀÆªÀð ºÉÃ½UÀ½UÉ £Á®ÄÌ DAiÉÄÌUÀ¼À£ÀÄß ¤ÃqÀ¯ÁVzÉ. CªÀÅUÀ¼À£ÀÄß ºÉZÀÄÑ ¸ÀÆPÀÛªÁzÀ 

GvÀÛgÀªÀ£ÀÄß Dj¹, PÀæªÀiÁPÀëgÀzÉÆA¢UÉ §gÉ¬Äj.      10*1=10 

1. I ______________ take there if you like. (Add the correct helping verbs) 

a) will  b)could  c)should  d)can 

 

2. The new microchip from Intel is really very __________ 

a) small  b)tiny   c)short  d)little  

 

3. ¥ÉÃ¸ïÖ ¸ÉàµÀ¯ï DAiÉÄÌAiÀÄÄ ___________ qÁæ¥ï qË£ï ªÉÄ£ÀÄ«£À°è ®¨sÀå«zÉ. 

a) ºÉÆÃA    b) E£Àìmïð       c) Jrmï     d) lÆ¯ïì 

 

4. CPÉì¥ïÖ CxÀªÁ jeÉPïÖ DAiÉÄÌAiÀÄÄ, Jrmï ªÉÄ£ÀÄ«£À ____________ ¸À¨ï ªÉÄ£ÀÄ£À°è ®¨sÀå«zÉ. 

a) ZÉÃAd¸ï   b) PÀA¥ÉÃgï qÁPÀÄåªÉÄAmï     c)¦ü¯ï     d) ¥ÉÃ¸ïÖ ¸ÉàµÀ¯ï 

 

5. _______________¸Éàçqï²Ãmï, DrAiÉÆÃ CxÀªÁ «ÃrAiÉÆ ¥sÉÊ¯ïUÀ¼ÀÄ, EvÁå¢UÀ¼ÀAvÀºÀ EvÀgÀ zÁR¯ÉUÀ¼À£ÀÄß 

UÀÆqsÀ ®¦ÃPÀj¸À®Ä §¼À¸À¯ÁUÀÄªÀ MAzÀÄ «zÀÄå£Áä£À zÁR¯ÉAiÀiÁVzÉ. 

a) rfl¯ï ¥sÉÊ¯ï       c)  rfl¯ï ¸Ànð¦üPÉÃmï  

b) ªÀiÁå£ÀÄå¯ï ¥sÉÊ¯ï         d) ªÀiÁå£ÀÄå¯ï ¸Ànð¦üPÉÃmï 

 

6. jºÀ¸ïð mÉÊ«ÄAUï DAiÉÄÌAiÀÄÄ ______________ qÁæ¥ï qË£ï ªÉÄ£ÀÄ«£À°è ®¨sÀå«zÉ. 

a) ¸ÉèöÊqï ±ÉÆ   b)¸ÉèöÊqï ªÀÇå   c)¸ÉèöÊqï ¸Álðgï ªÀÇå  d)¸ÉèöÊqï ªÀiÁ¸ÀÖgï 

 

7. L PÁå¯ÉAqÀgï PÀqÀvÀUÀ¼À «¸ÀÛgÀuÉ___________ 

a) *.htm  b) *.ics  c) *.csv   d) *.ott 

 

8. UÀÆæ¥ïØ ¨ÉÊ ¸Ámïð _____________ ¸À¨ï ªÉÄ£ÀÄ«£É ___________ ªÉÄ£ÀÄ«£À°è ®¨sÀå«zÉ. 

a) ¸Ámïð ¨ÉÊ ªÀÄvÀÄÛ E£Àìmïð      b) vÉæqïì ªÀÄvÀÄÛ ªÀÇå           

c) mÁ¸ïÌ  ªÀÄvÀÄÛ E¸Àìmïð         d) ªÉÄ¸Éeï ¨Ár D¸ï ªÀÄvÀÄÛ ºÉÆÃA 

 

 



9. ºÉÊ¥Àgï °APï DAiÉÄÌAiÀÄÄ _________ ªÉÄ£ÀÄ«£À°è ®¨sÀå«zÉ. 

a) ¥sÉÊ¯ï   b) Jrmï   c) E£Àìmïð   d) ¸ÉÊmï 

 

10. ¥sÉæÃA ¥ÉÃd£ÀÄß ___________ £À°è gÀa¸À¨ÉÃPÀÄ. 

a) ¥sÉÊ¯ï   b) Jrmï   c) E£Àìmïð   d) ¸ÉÊmï 

 

II. F PÉ¼ÀV£À AiÀiÁªÀzÁzÀgÀÆ ºÀvÀÄÛ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹.    10*2=20 

11. Explain call center. 

12. Write the advantages of effective listening skills. 

13. zÀ¸ÁÛªÉÃf£À°è, mÉA¥ÉèÃl£ÀÄß wzÀÄÝªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹ 

14. «vÀjvÀºÁ¼É vÀAvÁæ±ÀzÀ°è, ¥ÉÊªÉÇÃmï ZÁmïð£À GzÉÝÃ±ÀªÀ£ÀÄß «ªÀj¹. 

15. «vÀjvÀºÁ¼ÉAiÀÄ°è ¥ÉÆæmÉPïÖ ¥sÉÊ®ìöß GzÉÝÃ±ÀªÀ£ÀÄß «ªÀj¹. 

16. ¥Àæ¸ÀÄÛw vÀAvÁæA±ÀzÀ°è ¸ÁämÁðmï UÁæ¦üPÀ£ÀÄß ¸ÉÃj¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

17. ¥Àæ¸ÀÄÛwAiÀÄ°è C£ÉÆßmÉÃµÀ£ï£À GzÉÝÃµÀªÀ£ÀÄß «ªÀj¹. 

18. ¥Àæw ¸ÉèöÊqï£À PÀ¸ÀÖA ¸ÀªÀÄAiÀÄzÀ°è ªÀÄÄ£ÀßqÉ¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

19. ªÉÄÊPÉÆæ¸Á¥sïÖ OlÄèPï£À°è PÁå¯ÉAqÀgÀ£ÀÄß ºÀAZÀAiÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

20. F ªÉÄÃ¯ï ªÉÄ¸ÉÃfAUÀß°è r¥sÁ¯ïÖ ªÉÄ¸ÉÃd£ÀÄß ªÀiÁ¥Àðr¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

21. MEW£À°è SÁ° ¸ÉÊl£ÀÄß gÀa¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

22. AiÀiÁªÀÅzÁzÀgÀÆ LzÀÄ JZï.n.JªÀiï. J¯ï JrlgïUÀ¼À£ÀÄß ¥ÀnÖªÀiÁr. 

23. MEW£À°è C£ï DqÀðgïØ ¥ÀnÖAiÀÄ£ÀÄß gÀa¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

 
III. F PÉ¼ÀV£À AiÀiÁªÀzÁzÀgÀÆ DgÀÄ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹.    6*3=18 

24. Explain BPO, KPO and RPO. 

25. Write the techniques for Active Listening. 

26. zÀ¸ÁÛªÉÃf£À°è, EZÉÒAiÀÄ C¼ÀvÉAiÀÄAvÉ ¯ÉÃ§¯ï gÀa¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

27. zÀ¸ÁÛªÉÃf£À J£Àé®¥ï£À°è »A§gÀÄªÀ «¼Á¸ÀªÀ£ÀÄß ¸ÉÃj¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

28. «vÀjvÀºÁ¼ÉAiÀÄ°è ºÉÊ¥Àgï°APÀ£ÀÄß ¸ÉÃj¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß ««zsÀ GzÁºÀgÀuÉAiÉÆA¢UÉ «ªÀj¹. 

29. ¥Àæ¸ÀÄÛw vÀAvÁæA±ÀzÀ°è, PÀ¸ÀÖA ¸ÉèöÊqï ±ÉÆÃ gÀa¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

30. QéPï DPÉì¸ï lÆ¯ï ¨Ágï£À°è PÀªÀiÁåAqÀÎ¼À£ÀÄß ¸ÉÃj¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß GzÁºÀgÀuÉ ¸À»vÀ «ªÀj¹. 

31. F ªÉÄÃ¯ï ªÉÄ¸ÉÃfAUÀß°è EªÉÄÃeï lÆ¯ï ¨ÁgÀ£ÀÄß ¯ÁAZï ªÀiÁqÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

32. eÁ® ¥ÀÄlUÀ½UÉ AiÀÄÆlÆå¨ï ¤AzÀ Qè¦àAUïìUÀ¼À£ÀÄß ¸ÉÃj¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

33. ªÀÄ°Ö¥À¯ï ¯ÉÃAiÀÄgÀÎ¼À£ÀÄß gÀa¸ÀÄªÀ ºÁUÀÄ CªÀÅUÀ¼À£ÀÄß ¥ÉÆ¹µÀ¤AUï ªÀiÁqÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

 
 

 



 
IV. F PÉ¼ÀV£À AiÀiÁªÀzÁzÀgÀÆ JgÀqÀÄ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹.    2*6=12 

34. zÀ¸ÁÛªÉÃf£À°è, ¦.r.J¥sï DªÀÄAvÀætªÀ£ÀÄ ªÉÄÊ¯ï ªÀÄeïð ªÀÄÆ®PÀ PÀ¼ÀÄ»¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

35. PÉ¼ÀV£À ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹. 

a) ªÀiÁzÀj qÁlªÀ£ÀÄß §¼À¹ ¥ÉÊªÉÇÃmï mÉÃ§®£ÀÄß gÀa¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

b) ªÀiÁzÀj qÁlUÀ½UÉ ¸ÉèöÊ¸ÀgÀìð£ÀÄß C£Àé¬Ä¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

36. ¥ÉÆæ¥sÉÊ¯ï ¥sÉÆÃ®ØgÀ£ÀÄß ¨ÁåPÀ¥ï ªÀÄÆqÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

37. PÉ¼ÀV£À ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹. 

a) MEW£À°è ©ºÉÃ«AiÀÄgïì£À GzÉÝÃ±ÀªÀ£ÀÄß GzÁºÀgÀuÉ ¸À»vÀ «ªÀj¹. 

b) MEW£À°è ¥sÁªÀÄð£ÀÄß gÀa¸ÀÄªÀ ªÀÄvÀÄÛ ««zsÀ PÀAmÉÆæÃ¯ï gÀÆ¥ÀªÀ£ÀÄß §¼À¸ÀÄªÀ «zsÁ£ÀªÀ£ÀÄß «ªÀj¹. 

 

******* 


