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Please make sure that the printed pages in this question paper are 8 in number and
it contains 38 questions.

° U797 4 G4 HYT 79 T4 FIS T F HH F-Ykawl & JEI-gE 97 ford)
The Code No. on the top of the question paper should be written by the candidate
on the front page of the answer-book.
o FYT T F T [TGT & BT G Ge, T B HHE ST [
Before beginning to answer a question, its Serial Number must be written.
o Fuv-giasr & dia 7 @l G/ 7 7 818/
Don’t leave blank page/pages in your answer-book.
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/

Except answer-book, no extra sheet will be given. Write to the point and do not
strike the written answer.
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Candidates must write their Roll Number on the question paper.
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Before answering the question, ensure that you have been supplied the correct and
complete question paper, no claim in this regard, will be entertained after
examination.
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qe: () FTFME 1 T3 7 G FE G 707 B 99 TH 797 @A &

Attempt any two questions from Question numbers 1 to 3. Rest are

compulsory.
(i) F9F F97 & 3% IGH arFT k3 T 8
Marks are indicated against each question.
(iii) 3T9% TV SJRAT & &7 FNeq/
Your answer should be according to marks.
1. =i & =R g 5
(A) page break T@H & 04
(B) w Ide § 3 R 3 R
Write steps to :
(A) insert a page break

(B) create a hedder in a document

2. UH geiic H ST SN $ [P alie an| 5

Explain different ways of entering data in a worksheet.

3. UH W U Bl YST<UqT I [GRAYASA F O HifoT 5

Explain the characteristics of a good quality presentation.

4, IEER GGRE & 7C's H IO B 3

Explain the 7C's of effective communication.

5. IT-BPM &1 & &FaX T AlC G| 3
Write note on structure of IT-BPM industry.
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10.

11.

12.

13.

14.
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Word Processor & B9 ford|

Write the features of Word Processor.

Calc QIR & F1 B9 & ?

What are the features of calc software ?

ISfesM § ‘oS & AR “fed &’ & o &

Explain 'outline view' and 'notes view' in presentation.

‘g TENT & T TN B U B

Explain three stages of 'touch typing'.

Writer # Uh 350 & A’ X ‘Bad’ H feclic w0 & I g

Write steps to delete 'rows' and 'columns' of a table in writer.

B TER H JuRerd el & A |

Name the options present in formula toolbar.

T ISy H T2 WES M 3 =X9 o

Write steps to insert a new slide in a presentation.

T% ISfee™ # SM-B-9 Sffetaed S o 9 o 7

What objects can be included in a presentation ?

[ TS 99 ]

[ Objective Type Questions ]

Full form of CU is ............. .
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15.

16.

17.

18.

19.

20.

21.

22.

23.
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(4)
USB&H T &1 oo, B
Full form of USB is .............
BPO &l T &7 ...ooovvnnnnn B
Full form of BPO is .............
CAM & T &Y ...ooovennnns 2l
Full form of CAM is .............
forae FameT ..o HARET P I B
Written communication is an example of ............... communication.
WWW H Qo & o 2l
Full form of WWW is ............. .
TEHEE ASDF A8 W ..o Key &l @%@ &1 &l
Alphabets ASDF acts as ............. Keys on Keyboard.
Inter Key &l ....vvve.nn f Fea B
Enter Key is also called ............ Key.
Libre Office ¥ HEA ............. TRICSM @ @9 B ol
In Libre Office file is saved with ............. extension.
Writer Window, & ............ SR, O &R 9/l & EE S Bl
In Writer Window, ............. bar displays the number of pages and words.

1421



24.

25.

26.

27.

28.

29.

30.
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STFgHe & T AT &l e & fo ..o giidshe ‘@’ & JAT Bl 2l

Shortcut key to cut a part of document is ................ .

T% O § TR S/ W al S0 ST & ..o TR & 9 2
Numbers entered into a cell are automatically .............. aligned.
g TS & THAY 3@ B [T ... view FI SN BT 2|

............. view is used to view all the slides simultaneously.

............. view & JINT WSS & Hee TN THAIN T & o0 fpar Sar 21

............. view is used to apply animation on the content of slide.

BNE e fearzg Bl

(A) FY (B) sfecye

(C) (D) ¥ & R Tl
Keyboard is a .............. device.

(A) Input (B) Output

(C) Memory (D) None of these
TH qEC ... foe & s B R

(A) 16 B) 8

() 24 D) 4
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31.

33.
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1 Byte is equal to ............. bits.

(A) 16 (B) 8

) 24 (D) 4

FEE B F1 q F12 Keys ...ov..n..... ‘P’ FHEAH 2 1
(A) Alphabet (B) Number

(C) Function (D) Command

Keys F1 to F12 on keyboard are called ............ keys

(A) Alphabet (B) Number

(C) Function (D) Command

Q@ﬁ’cﬁ CAREIE: SNSRI rows Bl & 1
(A) S (B) 8

c 2 (D) 3

Numeric keypad has ............. Trows.

(A) S (B) 8

€ 2 (D) 3

Libre Office Writer ¥ ............. Change Case [d%c B 2 1
(A) 2 (B) 5

C) 6 (D) 7

1421



34.

35.

36.

1421

(7)

There are .............. change case options in Libre Office Writer.
A) 2 B) S5

(€) 6 (D) 7

Write ® Wﬁ%‘ﬁﬁ@ﬁ@?ﬁ% ........... [

A) P (B) WMge

(C) dwy (D) & & %13 T
Default orientation of a page in writer is .............. .

(A) Book (B) Portrait

(C) Landscape (D) None of these
Spreadsheet T 2eT H A H @ & AT . T YA B Bl
(A) Filtering (B) Searching

(C) Validating (D) Sorting

In Spreadsheet, ............ is used to arrange data in a particular order.
(A) Filtering (B) Searching

(C) Validating (D) Sorting

Calc ¥, THME B oevenen. TFIIH @ ¥ Q&

(A) .ods (B) .odd

(C) .xls (D) .obj

In Calc, worksheet is saved with ............. extension.

(A) .ods (B) .odd

(C) .xls (D) .obj
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37. WES M B TAN B [T ooevennennn. qifdhe key & JANT &l 2| 1
(A) F2 (B) Ctrl +X
(C) FS (D) Ctrl+V

Shortcut key for slide show is .............. .

(A) F2 (B) Ctrl+X
(C) FS (D) Ctrl+V
38. Calc ¥, U N FfH & ITHRME & ..o Fed ol 1
(A) cell (B) degree
(C) formula (D) 99 ¥ g el

In calc, intersection of 'row' and 'column' is called ............. .
(A) cell (B) degree

(C) formula (D) None of these
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