This Question Paper consists of 8 questions and 8 printed pages.
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General Instructions :
1 Candidate must write his/her Roll Number on the first page of the Question Paper.

2 Please check the Question Paper to verify that the total pages and the total number of
questions contained in the Question Paper are the same as those printed on the top of
the first page. Also check to see that the questions are in sequential order.

3 All the questions are to be answered within the allotted time.

4 Making any identification mark in the Answer-Book or writing Roll Number anywhere
other than the specified places will lead to disqualification of the candidate.

5  Write your Question Paper code No. 58/0S/1- B| on the Answer-Book.

(a) The Question Paper is in English/Hindi medium only. However, if you wish, you
can answer in any one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu,
Marathi, Oriya, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit
and Sindhi.

You are required to indicate the language you have chosen to answer in the box
provided in the Answer-Book.

(b) If you choose to write the answer in the language other than Hindi and English, the
responsibility for any errors/mistakes in understanding the question will be yours only.
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Time : 2 Hours] [Maximum Marks : 40
g 2 "] [quiics : 40

Note : (1) Attempt all questions.

(2) Marks are given against each question.
et 0 (1) |h weAl & ST ARTU |
(2) Y% 99T & Sih SHb A ¥ W™ |

1  Match the following and write your answer in the answer book. %X6=3
A B
(a) Microphone, Track Ball etc| (i) Worksheet and workbook.
(b) Mathematical Operations (i1)) Tiny Nozzles
(c) Inkjet Printer (iii) Notes can be added
(d) Windows XP, Windows 7 (iv) ALU
(e) MS Excel (v) Operating System
(f) Normal View (vi) Input Devices
1 diig fremy oiR 3w 3o s gRae | fod
A B
(a) BB, Yt () Toie w0 Tgs
(b) R B (i) SE-v& i (o)
(c) FPoic e (iii) icH SIS N WHd E
(d) fadem Xp, fd=re 7 (iv) T Ta g (ALU)
(6) T TH T (v) SiffEn R
(H =ida =g (vi) Fge fearsa
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2 Write in your answer book, True/False for the following statements :

(a)

(b)
(c)
(d)
(e)
()

e
(a)

(b)
(c)
(d)
(e)
()

3  Define the following terms :

(a)
(b)
(c)
(d)
=
(a)
(b)
(c)
(d)
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Line Printers, Laser Printers and Dot Matrix Printer, all work in
the same manner.

Administrative Tools option lie under the Control Panel.
CTRL + SV is the short cut key for saving a document.
Rulers display left and right scales.

Slides can be seen one by one during slide show.

Activities such as copy, move, rename and search file are called File
Management.
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Machine language
Optical Scanner
Formula

Start Menu
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4  Write short notes on the following : 2%x4=8
(a) Structure of Worksheet
(b) Generalized Package
(c) Key Board Shortcuts
(d) Text Selection
(a) TPHeMNE & FD
(b) TFReSSS Udol
(c) o @I viicde
(d) <I @1 A

5  Differentiate between the following : 2x2=4
(a) Page Size and Page Orientation
(b) Headers and Footers
1 @ d9 R W= aﬂﬁm :
(a) Ut W9 Td 99 IR
(b) ¥ T g

6  Answer the following questions : 2x5=10
(a) Briefly explain the utility of Mail Merge Programme.
(b) How many types of font styles are used in word document ? Name them.
(c) Write the steps to save a new document in Word.
(d) What is the difference between a workbook and a worksheet ?
(e) Write the steps to view file details of any file.
=1 el @ SaR é‘]ﬁl‘Q :
(a) WA ASl UM O SUDINET B W& H quE B
(b) a3 STHgAC H fhad UYBR & wie WA TR B RN B? STB AM ford |
(c) a8 # TP ¢ TTRPic Bl WG I & W ford|
(d) FgF R Tee F§ W SR T ¥ 7
(e) fHN wza & wza fdRU =R & W fod)
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7  Answer the following : 2x2=4
=t & s i
(a) In the word document, which short cut key or keys are pressed to do
the following actions :

(i) To make the text underline
(i1)) To insert a page break.
(ii1)) To print preview the file
(iv) To start the spell checker
T g8 SIRHc W 91 311 & & & forg fea—fda wiicae a1’ a1 ‘w9’
P TG WA T ?
() 2@ 3 sizwET T B Rl
(ii) US1 9% O B B forg)
(iii) Wz @ fie g & @& foml
(iv) IR B YRA & B forgl
(b) Write the steps to do the following in any given sentence :
(i) Make the entire sentence Center Aligned
(i) Make the entire sentence All Caps
= f fouv v g A 9w 9 a1 3 ww fafgy
(i) R T B HeX Versd AT
(i) R T/ B A s (AN olcd dfea H) T M1

8 Answer the following : 2x2=4
= & s i
(a) Following data shows the percentage time of a day which the children
of a play school spent on various activities during their school hours.
Based on this data, write the steps to plot a PIE chart.

A B
1 Activities of Children Percentage of time spent
2 | Playing 20%
3 Swimming 10%
4 |1 Colouring 20%
5 | Horse riding 15%
6 | Tiffin Eating 25%
7 | Garden Activity 10%
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A B
1| T @ wfafatert ffam W @ ke
2 e 20%
3 A=A 10%
4 | fEeR &= 20%
5 | gSHaN Al 15%
6 | fefth @ 25%
7 | R w1 B wRA 10%

(b) Following data shows marks of four students in 2 subjects. Based on
this, write the formula to calculate the following :

A B C D

1 Name of the Students Marks in | Marks in Total
Science Maths Marks

2 | Ankush 78 71

3 | Aaryan &9 &4

4 | Myra 90 &9

5 Suhel 78 77

6

(i) Average marks in Maths in cell C6.
(i1)) Total marks of Ankush in cell D2.

(iii)) Total marks of all four students in Science subject in cell B6.

(iv) Total marks of Myra and Suhel in both subjects in Cell DS.
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A B C D
1 | BEl & 9M fosm & s | 0@ & 3w | HA D
2 | 3| 78 7
3 | Im= 89 84
4 | RN 20 89
5 | gea 78 77
6

(i) @ C6 # TRm fva @ s o)

(i) Ja@ D2 ¥ simy & @A i@

(iii) ¥ B6 ¥ Wi vE @ fee fva & @ s
(iv) ¥ D5 ¥ w1 Gk G @ <N R B w@ ol
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