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»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. D PæÙÜX®ÜÊÜâWÜÙÜÈÉ ¿ÞÊÜâ¨Üá ®æp…ÊÜQìíW…®Ü A®ÜáPÜãÆÊÜÆÉ  

(A) ¨ÜñÝ¤íÍÜ ÖÜíbPæ (B) ¿áíñÝÅíÍÜ ÖÜíbPæ 

(C) AíñÜhÝìÆ ÖÜíbPæ (D) PÝ¿áìÖÝÙæ ÖÜíbPæ 

 Which of the following is NOT an advantage of Networking ?    

(A) Data sharing (B) Hardware sharing 

(C) Internet access sharing (D) Worksheet sharing  

2. ¨æç×PÜ ËPÜÇÝíWÜñæ¿ááÙÜÛ WÜ|PÜ¿áíñÜÅ¨Ü ŸÙÜPæ¨ÝÃÜÄWæ ÓÜÖÝ¿á ÊÜÞvÜÆá CÃÜáÊÜ 

Jí¨Üá BÁáR 

(A) µÆrÃ… QàÈWÜÙÜá (B) pÝWÜÇ… QàÈWÜÙÜá 

(C) ÔrQ QàÈWÜÙÜá (D) ÔàÄ¿áÇ… QàÈWÜÙÜá 

 The option for helping computer users with physical disabilities is  

(A) Filter keys (B) Toggle keys 

(C) Sticky keys (D) Serial keys 
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3. ±Üâo¨Ü ÊæáàÇÝ½WÜPæR ÓæàÄÓÜÆ³vÜáÊÜ ¨ÜÓÝ¤Êæài®Ü GÇÝÉ ±ÜâoWÜÙÜÆãÉ 

±Üâ®ÜÃÝÊÜ£ìñÜÊÝWÜŸÖÜá¨Ý¨Ü ±ÜsÜÂ A¥ÜÊÝ bñÜÅ 

(A) ÎÃæãàÇæàS (B) Aw q±Ü³~ 

(C) ±Üâo PæÙÜWæ (D) ±Üâo Ë»Üg®æ 

 The text or image included at the top of the page which repeats in 

all pages of the document is  

(A) Header (B) Footer 

(C) Page down (D) Page break 

4. QÉ±…&Bp…ì BÁáR¿áá Æ»ÜÂËÃÜáÊÜ pÝÂ¸… 

(A) C®…ÓÜp…ì (B) ÖæãàÊÜå… 

(C) ¶ÝÊÜÞìp… (D) ±æàh… ÇæàLp… 

 Clip-art option is available under the tab  

(A) Insert (B) Home 

(C) Format (D) Page layout 

5. ±ÝÂÃÝWÝÅ¶… WÜáí±Üâ D PæÙÜX®Ü pÝÂ¸…®Ü Aw¿áÈÉ ŸÃÜáñÜ¤¨æ 

(A) C®…ÓÜp…ì (B) ±æàh… ÇæàLp… 

(C) ÄÊÜäÂ (D) ÖæãàÊÜå… 

 Paragraph group is available under the tab  

(A) Insert (B) Page layout 

(C) Review (D) Home 
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6. ÊÜáÃæÊÜÞaÜá BÁáR¿áá Æ»ÜÂËÃÜáÊÜ WÜáí±Üâ 

(A) ÓæÇ…Õ (B) Ëívæãà 

(C) ÊÜP…ìŸáP… ÊÜäÂ (D) aÝp…ì 

 Hide option is available under the group  

(A) Cells (B) Window 

(C) Workbook view (D) Chart 

7. D ÆûÜ|ÊÜâ PæãàÍÜWÜÙÜ ¶ÝÊÜÞÂìqíW… A®Üá° ÓÜíTæÂWÜÙÜ B«ÝÃÜ¨Ü ÊæáàÇæ Ÿ¨ÜÇÝÊÜOæ 

ÊÜÞvÜÆá ÓÜÖÝ¿áPÜ 

(A) A®…PÜíwàÐÜ®ÜÇ… ¶ÝÊÜÞÂìqíW… 

(B) Öæçv… / A®…Öæçv… 

(C) µÅàh… ±æà®…Õ 

(D) PÜíwàÐÜ®ÜÇ… ¶ÝÊÜÞÂìqíW… 

 The feature that helps to change the formatting of the cell based 

on the values is 

(A) Unconditional formatting 

(B) Hide/unhide 

(C) Freeze panes 

(D) Conditional formatting 

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. LAN ®Ü ËÓÜõñÜ ÃÜã±Ü .......................... . 

 Expanded form of LAN is .................. . 
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9. GÇÝÉ WÜ|PÜWÜÙÜÈÉ ÓÜÊÜÞ®Ü Ô§£¿á®Üá° Öæãí©ÃÜáÊÜ hÝÆWÜÙÜ®Üá° 

.......................... G®Üá°ñæ¤àÊæ. 

 Network in which all computers have an equal status is                  

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

10. ¶ÝÉp… ¶æçÇ… ¨ÜñÝ¤íÍÜÊÜ®Üá° ………………… pæàŸÇ…®ÜÈÉ ÓÜíWÜÅ×ÓÜÇÝWÜáñÜ¤¨æ. 

 Flat file data is stored in a .................... table.  

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 

  The options of spreadsheet are given in Column-A and their 

groups is given in Column-B. Match them and write answer 

with alphabet : 

A-±Üqr 
Column-A 

B-±Üqr 
Column-B 

i) BpæãàÓÜÊÜå…

Autosum 

a) ¶Ýíp… 

Font 

ii) ¶ÝÊÜÞìp… 

Format 

b) ±æàh… Óæp… A±… 

Page set up  

iii) ÃÝÂ±… pæP…Õ$r 

Wrap text 

c) ÍæçÈWÜÙÜá 

Styles 

iv) KÄÁáípæàÐÜ®… 

Orientation 

d) GwqíW… 

Editing 

 e) hæãàvÜOæ 

Alignment 

 f) QÉ±…¸æãàv…ì 

Clip board 

 g) PæãàÍÜWÜÙÜá 

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

 Answer the following questions : 

12. WÜ|PÜ¿áíñÜÅ hÝÆ Gí¨ÜÃæà®Üá  

 What is computer network ? 

13. QÉ±…Bp…ìWÜÙÜá ÔWÜáÊÜ GÃÜvÜá Êæ¸…ñÝ|WÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write any two websites in which clip arts are available. 

14. ÎÃæãàÇæàS ÓÜ§ÙÜPæR ÓæàÄÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá ÊÜÓÜá¤WÜÙÜ®Üá° ±ÜqrÊÜÞw. 

 List any two items that are added in header area.  

15. ËñÜÄñÜÖÝÙæ¿áÈÉ aÝp…ìWÜÙÜÈÉÃÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá AíÍÜWÜÙÜ®Üá° 

ŸÃæÀáÄ. 

 Name any two chart elements in a spreadsheet.  

16. ËñÜÄñÜÖÝÙæ¿áÈÉ µÆrÃ… Gí¨ÜÃæà®Üá  

 What is filter in a spreadsheet ? 

17. ¿ÞÊÜ pÝÂ¸…®ÜÈÉ ¯àÊÜâ Ëá£ ( Margin ) WÜÙÜ BÁáR¿á®Üá° PÝ|ŸÖÜá¨Üá  

 In which tab you can see the margin option ? 

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

 Answer the following questions : 

18. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ PÜvÜñÜPæR BPÝÃÜÊÜ®Üá° ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to insert shapes in a word document.  

A¥ÜÊÝ /OR 
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 ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ ŸÙÜÓÜáÊÜ ÊÝPÜÂWÜÙÜ ÓÜÊÜáãÖÜ¨Ü GÃÜvÜá E±ÜÁãàWÜWÜÙÜ®Üá° 

ŸÃæÀáÄ. 

 Write two uses of paragraph in word document. 

19. ËñÜÄñÜÖÝÙæ¿áÈÉ ŸÙÜÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR aÝp…ìWÜÙÜ®Üá° ÖæÓÜÄÔ. 

 Name any four charts available in spreadsheet. 

20. wioÇ… ±ÜÅÓÜá¤£¿áÈÉ aÜÆ®ÜbñÜÅÊÜ®Üá° ÓæàÄÓÜŸÖÜá¨Ý¨Ü GÃÜvÜá Äà£¿á 

ÊÜÞWÜìÊÜ®Üá° ŸÃæÀáÄ. 

 Write two ways to insert a movie clip in digital presentation. 

21. C&ÊæáàÇ… ÊæáÓæàiíW…®ÜÈÉ A®ÜáŸí«ÜÊÜ®Üá° ¯WÜ©±ÜwÓÜáÊÜ Ë«Ý®ÜÊÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to schedule an appointment in e-mail messaging. 

A¥ÜÊÝ /OR 

 C&ÊæáàÇ… ÊæáÓæàiíW…®ÜÈÉ PÝÂÇæívÜÃÜ®Üá° ÖÜíbPæãÙÜáÛÊÜ Ë«Ý®ÜÊÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to share a calendar in e-mail messaging.  

22. BÃ…w¹GÊÜå…GÓ…®ÜÈÉ ¶ÝÉp…¶æçÇ… ÊÜáñÜá¤ ÄÇæàÐÜ®ÜÇ… ¶æçÇ…Wæ CÃÜáÊÜ GÃÜvÜá 

ÊÜÂñÝÂÓÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the differences between flat file and relational file in 

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

 Answer the following questions : 

23. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ ŸÙÜÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã BÃÜá ±Ü¨Ü Ë®ÝÂÓÜWÜÙÜ®Üá° £ÚÔ. 

 Mention any six character formattings in word processing. 

24. wioÇ… ±ÜÅÓÜá¤£¿áÈÉ A¯ÊæáàÐÜ®… ±ÜÄOÝÊÜáWÜÙÜ®Üá° ŸÙÜÓÜáÊÜâ¨ÜÄí¨Ü BWÜáÊÜ 

E±ÜÁãàWÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the effects of using animation effects in digital presentation. 

A¥ÜÊÝ /OR 

 wioÇ… ±ÜÅÓÜá¤£¿áÈÉ ŸÙÜÓÜáÊÜ D PæÙÜX®Ü BÁáRWÜÙÜ E±ÜÁãàWÜÊÜ®Üá°      

ŸÃæÀáÄ  

 a) PæãàÐÜrPÜ 

 b) ±ÜÄÊÜñÜì®æ 

 c) ®Üûæ 

 Write the uses of the following options in digital presentation. 

 (a) Table  

 (b) Transition 

 (c) Chart 
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25. w.¹.GÊÜå….GÓ….®Ü w.w.GÇ… ÊÜáñÜá¤ w.GÊÜå….GÇ….®Üá° ËÊÜÄÔ. 

 Explain DDL and DML in DBMS.  

26. ÓÜÊÜá¿á ¯ÊÜìÖÜOæ ñÜíñÝÅíÍÜ¨Ü E±ÜÁãàWÜWÜÙÜ®Üá° aÜbìÔ ÖÝWÜã ÊæáçPæãÅàÓÝ¶…r 

Lp…ÆáP… A®Üá° ±ÝÅÃÜí¼ÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Discuss the use of time management software and write the steps 

to open a Microsoft outlook. 

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

 Answer the following questions : 

27. ËñÜÄñÜÖÝÙæ¿áÈÉ Æ»ÜÂËÃÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR ËàûÜOæWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain any four views available in spreadsheet. 

28. væàpÝ¸æàÓ…®ÜÈÉ CÃÜáÊÜ ¸æç®ÜÄ pæç±… ÊÜáñÜá¤ væàp… pæçÊÜå…WÜÙÜ ÊÜÂñÝÂÓÜWÜÙÜ®Üá° 

E¨ÝÖÜÃÜOæ¿á ÊÜáãÆPÜ ËÊÜÄÔ. 

 Write the differences between Binary type and date time in 

database with an example. 

A¥ÜÊÝ /OR 
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 væàpÝ¸æàÓ…Wæ ÓÜíŸí˜Ô¨Üíñæ. D PæÙÜWæ ¯àwÃÜáÊÜ PæÌ„ÄWÜÚWæ ÓÝÊÜÞ®ÜÂ ÓÜãñÜÅÊÜ®Üá° 

ŸÃæÀáÄ  

 (a) C®…ÓÜp…ì 

 (b) A±…væàp… 

 With reference to the database, write the syntax for the following 

queries along with example : 

 (a) Insert 

 (b) Update  
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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. The first course of meal is called  

 (A) Desert (B) Beverage 

(C) Main course (D) Starter 

30. Choose the correct sentence :   

(A) I will not fighting  

(B) I will not fight 

(C) I does not fight 

(D) I don't fighting 

31. The point at which a road divides into branches is called 

(A) Intersection  

(B) U-turn 

(C) Fork  

(D) Landmark 

II. Fill in the blank with suitable word given in the brackets : 1  1 = 1 

32. Modals are helping .................... . ( verbs, adverbs ) 

III. Answer the following question : 1  2 = 2 

33. Write any four components that are included in the Resume. 

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

34. Fill in the blanks with the appropriate word given in the brackets. 

 (i) Can ................... get you anything else ? ( have, I ) 

 (ii) Please get me ................. glass of water. ( a, the )  

 (iii) I would like ................... have paneer. ( a, to )                   

 (iv) Could you get me .................. bowl of chicken soup ? ( a, the ) 

OR 

 Fill in the blanks with suitable conjunctions :  

i) I came to see you ............... you are not well. ( because, so ) 

ii) We came back ................... she was not at home. ( yet, as )  

iii) He told you that he gave me the book. .................. , the book 
is still with him. ( Thus, On the contrary ) 

iv) I went to see her ....................... she wasn't at office.  

   ( and, but )  
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