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This Question Paper consists of 6 questions and 5 printed pages.
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1. Fill in the blanks of the followings : ½x10=5

(a) Microphone is an input device, which takes __________ as input.

(b) To cancel the last editing, we press the __________ keys on keyboard.

(c) __________ function will return the average value in the selected range of cells in
Excel.

(d) GUI stands for __________.

(e) The program written by the programmer in the high - level language is called
__________.

(f) HTML consists of certain keywords called __________.

(g) A workbook is a collection of __________.

(h) MS Power-Point is used for making __________.

(i) Bluetooth is a wireless technology used for connecting __________.

(j) An individual page in a MS Power-Point is called __________.

œÿçþ§{Àÿ ’ÿçAæ¾æB$#̄ ÿæ Éíœÿ¿×æœÿ í̈Àÿ~ LÿÀÿ æ
(a) Óíä½ É÷æ¯ÿLÿ ¾¦ FLÿ ÷̈{¯ÿÉ ¾¦æóÉ A{s, ¾æÜÿæ __________ Lÿë œÿç{¯ÿÉ µÿæ{¯ÿ S÷Üÿ~ Lÿ{Àÿ æ
(b) ¨í¯ÿöS†ÿ Óó{Éæ™œÿLÿë ¯ÿæ†ÿçàÿú LÿÀÿç¯ÿæ ¨æBô Aæ{»þæ{œÿ {¯ÿæ†ÿæþ¨tçÀÿ __________ `ÿæ¯ÿçLÿævÿç (keys) Lÿë

`ÿæ ç̈$æD æ
(c) FLÿ œÿç”}Î ¨ÀÿçÓÀÿ þš{Àÿ MS Excel Àÿ {LÿævÿÀÿêSëÝçLÿÀÿ ÜÿæÀÿæÜÿæÀÿç þíàÿ¿ __________ Lÿæ¾ö¿’ÿ´æÀÿæ {üÿÀÿç

AæÓç$æF æ
(d) GUI Àÿ í̈Àÿæ œÿæþ __________ æ
(e) { ÷̈æS÷æþÀÿú ’ÿ´æÀÿæ àÿçQ#†ÿ Daÿ ÖÀÿÀÿ µÿæÌæ { ÷̈æS÷æþLÿë __________ LÿëÜÿæ¾æF æ
(f) HTML {Àÿ {Lÿ{†ÿSëÝçF œÿç”}Î {¯ÿæ†ÿæþ É±ÿ (keywords) $æF, †ÿæLÿë __________ LÿëÜÿæ¾æF æ
(g) FLÿ DˆÿÀÿ {àÿQ#̄ ÿæ Qæ†ÿæ (workbook) {ÜÿDdç __________ Àÿ ÓþæÜÿæÀÿ æ
(h) MS Power-Point __________ ¨æBô ¯ÿ¿¯ÿÜÿõ†ÿ {ÜÿæB$æF æ
(i) ¯ÿâì- së$ú FLÿ {¯ÿ†ÿæÀÿ ¾¦ ÷̈¾ëNÿç ¯ÿç’ÿ¿æ A{s ¾æÜÿæ __________ Lÿë Óó{¾æS LÿÀÿç$æF æ
(j) MS Power-Point Àÿ FLÿ œÿç”}Î ṏÏæLÿë __________ LÿëÜÿæ¾æF æ
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œÿç{”öÉ : ÓþÖ ÷̈É§ ¯ÿæš†ÿæþíÁÿLÿ æ ÷̈{†ÿ¿Lÿ ÷̈É§ ¨æBô þæLÿöÿ †ÿæÜÿæÀÿ ¨æÉö́{Àÿ ’ÿçAæ¾æBdç æ
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2. State True or False : ½x10=5

(a) Printer is an input device.

(b) Arithmetic calculations can be done in Power-Point.

(c) Address bar is used to specify the URL.

(d) Cross-references are automatically updated if the content is moved to another location
in  Excel.

(e) Operating System is an application software.

(f) Contents in the header will appear at the top of each printed page.

(g) Any presentation consists of four elements : You, your audience, your message and
your  tools.

(h) Slide sorter view can be accessed from edit menu.

(i) A word processor is a software package that helps to create and edit a document.

(j) Internet Explorer is a software used to view a webpage.

Ó†ÿ¿ ¯ÿæ þç$¿æ D{àÿÈQ LÿÀÿ æ
(a) þë’ÿ÷~ ¾¦ FLÿ ÷̈{¯ÿÉ ¾¦æóÉ A{s æ
(b) Power-Point {Àÿ Sæ~ç†ÿçLÿ Óí†ÿ÷Àÿ S~œÿæ LÿÀÿæ¾æB$æF æ
(c) URL Lÿë œÿç”}Î†ÿæ LÿÀÿç̄ ÿæ ¨æBô Aæ{xÿ÷Óú ¯ÿæÀÿúÀÿ ¯ÿ¿¯ÿÜÿæÀÿ {ÜÿæB$æF æ
(d) ¾’ÿç Excel {Àÿ ¯ÿçÌß¯ÿÖìLÿë {SæsçF ×æœÿÀÿë Aœÿ¿ FLÿ ×æœÿLÿë ×æœÿ ¯ÿ’ÿÁÿæB¯ÿæ, {†ÿ{¯ÿ Lÿ÷Óú-{Àÿüÿ{ÀÿœÿÛ Ó´ßóLÿ÷çßæ

µÿæ{¯ÿ A ú̈{xÿsú {ÜÿæB¾ç̄ ÿ æ
(e) A¨{Àÿsçó ÓçÎþú FLÿ ÷̈{ßæSæŠLÿ Óüÿu{H´Àÿ A{s æ
(f) {ÜÿxÿÀÿ'Àÿ ¯ÿçÌß¯ÿÖë þë’ÿ÷ç†ÿ ṏÏæÀÿ ÉêÌö{Àÿ ’ÿõÉ¿ {ÜÿæB$æF æ
(g) {¾{Lÿò~Óç D¨×æ¨œÿÀÿ 4 sç D¨æ’ÿæœÿ ÀÿÜÿçdç - †ÿë{þ, †ÿëþÀÿ {É÷æ†ÿæS~, †ÿëþ ¯ÿæˆÿöæ F¯ÿó †ÿëþÀÿ Üÿæ†ÿ ¾¦ æ
(h) ÓâæBxÿú ÓsÀÿ µÿçDLÿë Aæ{» Fxÿçsú {þœÿë¿Àÿë S÷Üÿ~ LÿÀÿç$æD æ
(i) H´æxÿú { ÷̈æ{ÓÓÀÿ {ÜÿDdç FLÿ Óüÿu{H´ßæÀÿ ¨¿æ{Lÿfú, FÜÿæ œÿ$# †ÿçAæÀÿç F¯ÿó Óó{Éæ™œÿ ¨æBô ÓæÜÿæ¾¿ LÿÀÿç$æF æ
(j) B+Àÿ{œÿsú FOÿ{ â̈æÀÿ {ÜÿDdç FLÿ Óüÿu{H´ßæÀÿ ¾æÜÿæ ’ÿ´æÀÿæ Aæ{þ {H´̄ ÿú {¨fúLÿë {’ÿQ# ¨æÀÿç̄ ÿæ æ

3. Define the following terms : (any two) 1x2=2

(a) Desktop

(b) Macro

(c) Internet

œÿçþ§àÿçQ#†ÿ É±ÿSëÝçLÿë ¯ÿ¿æQ¿æ LÿÀÿ æ ({¾{Lÿò~Óç ’ÿëBsçÀÿ)
(a) {xÿÔÿs ú̈
(b) þæ{Lÿ÷æ
(c) B+Àÿ{œÿsú
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4. Write the short notes on following : 2x5=10

(a) Printer

(b) Application Software

(c) Mail Merge

(d) Spreadsheet

(e) TCP/IP

Óóäç© sçª~ê {àÿQ æ

(a) þë’ÿ÷~ ¾¦

(b) ÷̈{ßæSæŠLÿ Óüÿu{H´Àÿ

(c) `ÿçvÿç þçÉ÷~

(d) {Ø÷xÿúÓçsú

(e) sçÓç̈ ç/AæB ç̈

5. Differentiate between the following : 2x5=10

(a) Input Device and Output Device.

(b) Normal view and Slide Sorter view.

(c) Table and Chart.

(d) Outline views and web layout view in MS-word.

(e) FTP and HTTP

¨æ$öLÿ¿ ’ÿÉöæA :

(a) ÷̈{¯ÿÉ ¾¦æóÉ F¯ÿó œÿçSöþ ¾¦æóÉ

(b) œÿþöæàÿú µÿçD F¯ÿó ÓâæBxÿú ÓsöÀÿ µÿçD

(c) {s¯ÿëàÿú F¯ÿó `ÿæsú

(d) MS-word {Àÿ $#̄ ÿæ AæDsú àÿæBœÿú µÿçD F¯ÿó {H´̄ ÿú {àÿ-AæDsú µÿçD

(e) FTP F¯ÿó HTTP

6. (a) Mrs. Urmila is working in IGNOU organization and she has to create presentation in
MS- PowerPoint. Now, she is unable to perform the following task, help her to do so,
by writing the steps :

(i) Insert a new slide.

(ii) Insert a sound file in a presentation.

(iii) Insert date and time in slide.

(iv) Insert a video file in a presentation.

1x4=4
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(b) Based on the following data, find the values of the expressions : 1x4=4

A B C D E F G H I

1  Roll No Name Hindi English Mathematics Economics History Total %

2 1 Aman 43 38 46 38 43

3 2 Juhi 46 36 37 33 42

4 3 Meera 36 45 38 45 35

5 4 Prasant 42 30 41 45 41

6 5 Sakshi 48 45 48 41 42

7

(i) In cell H2 function as=sum (C2 : G2) and copy the function in cell H3 to H6
(ii) In cell I2 formula as=(H2*100)/250 and copy the formula in cell I3 to I6
(iii) In cell H7 as=Max (H2 : H6)
(iv) In cell I7 as=MiN (I2 : I6)

œÿçþ§̈ ÷’ÿˆÿ ÷̈É§Àÿ DˆÿÀÿ ’ÿçA æ
(a) þç{ÓÓú Dþ}Áÿæ IGNOU œÿæþLÿ FLÿ ÓóSvÿœÿ{Àÿ Lÿæþ LÿÀÿëd;ÿç F¯ÿó {Ó FLÿ D¨×æ¨œÿ MS- PowerPoint

÷̈Öë†ÿ LÿÀÿçd;ÿç æ ¯ÿˆÿöþæœÿ {Ó œÿçþ§àÿçQ#†ÿ Lÿæ¾ö¿SëÝçLÿ LÿÀÿç̄ ÿæ ¨æBô AÓæþ$ö¿ ÷̈LÿæÉ LÿÀÿëd;ÿç æ †ÿë{þ œÿçþ§àÿçQ#†ÿ
Lÿæ¾ö¿ LÿÀÿç̄ ÿæÀÿ {Óæ¨æœÿSëÝçLÿ {àÿQ#̄ ÿæ{Àÿ †ÿæZÿë ÓæÜÿæ¾¿ LÿÀÿ æ
(i) œÿíAæ ÓâæBxÿú µÿˆÿ} LÿÀÿç̄ ÿæ
(ii) D¨×æ¨œÿæ þš{Àÿ FLÿ ÓæDƒ üÿæBàÿúLÿë µÿˆÿ} LÿÀÿç̄ ÿæ
(iii) Óþß F¯ÿó †ÿæÀÿçQLÿë µÿˆÿ} LÿÀÿç̄ ÿæ
(iv) FLÿ µÿçÝçH üÿæBàÿúLÿë D¨×æ¨œÿæ þš{Àÿ µÿˆÿ} LÿÀÿç̄ ÿæ

(b) œÿçþ§{Àÿ ’ÿçAæ¾æB$#̄ ÿæ †ÿ$¿Lÿë µÿç̂ ÿç LÿÀÿç œÿçþ§àÿçQ#†ÿ ÷̈É§Àÿ þíàÿ¿ œÿçÀÿí̈ ~ LÿÀÿ æ

A B C D E F G H I

1 {Àÿæàÿ œÿó œÿæþ Üÿç¢ÿê BóS÷æfê S~ç†ÿ A$öœÿê†ÿ B†ÿçÜÿæÓ {þæs ÜÿæÀÿæÜÿæÀÿç(%)

2 1 Aþœÿú 43 38 46 38 43

3 2 fëÜÿç 46 36 37 33 42

4 3 þêÀÿæ 36 45 38 45 35

5 4 ÷̈Éæ;ÿ 42 30 41 45 41

6 5 ÓæQ# 48 45 48 41 42

7

(i) H2 {LÿævÿÀÿêÀÿ Lÿæ¾ö¿=sum (C2 : G2) F¯ÿó H3 Àÿë H6 ¨¾ö¿;ÿ {LÿævÿÀÿêÀÿ œÿLÿàÿ (copy) LÿÀÿ æ
(ii) I2 {LÿævÿÀÿêÀÿ Óí†ÿ÷=(H2*100)/250 F¯ÿó Óí†ÿ÷ I3 Àÿë I6 ¨¾ö¿;ÿ {LÿævÿÀÿêÀÿ œÿLÿàÿ LÿÀÿ æ
(iii) H7 {LÿævÿÀÿê=Max (H2 : H6)

(iv) I7=MiN (I2 : I6)
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