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General Instructions to the Candidate : 
1.  34

Functional English

This Question Paper consists of 34 objective and subjective types of 
questions including Section – A and Section – B. Section – A consists of 
questions related to the subject Information Technology and Section – B 
consists of the questions related to Functional English. 

2.  

This question paper has been sealed by reverse jacket. You have to cut on 
the right side to open the paper at the time of commencement of the 
examination. Check whether all the pages of the question paper are 
intact. 

3. 
Follow the instructions given against both the objective and subjective 
types of questions. 

4.  
Figures in the right hand margin indicate maximum marks for the 
question.

5.  15 

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.
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SECTION – A 

I. 

 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.  

(A)  

(B)  

(C)  

(D)  

 Share workbook option is available under 

(A) Window group in view tab (B) Changes group in data tab 

(C) Changes group in review tab (D) Window group in data tab. 

2.  

(A)  (B)  

(C)  (D)  

 The option available under wrap text is 

(A) square  (B) arrow 

(C) circle (D) triangle 

3. 

 

(A)  (B)  

(C)  (D) 

 The group of charts that include cylinder, cone and pyramid subtypes is 

(A) Bar chart, Pie chart (B) Bar chart, Column chart 

(C) Pie chart, Column chart (D) Area chart, Line chart 
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4.  

(A)  (B)  

(C)  (D)  

 The actions that can be performed by an user are called 

(A) notes (B) appointments 

(C) journals (D) tasks 

5. 

………………. . 

(A)  (B)  

(C)  (D)  

 With reference to database 

 INSERT statement :Insertion of new information :: SELECT statement :……. 

(A) retrieval of information (B) modification of information 

(C) deletion of information (D) specifying of information 

6.  

(A)  (B)  

(C) (D)  

 An option available under Editing group of Home tab in a spreadsheet is  

(A) Format (B) Autosum 

(C) Freeze panes (D) Page layout 

7. 

 

(A)  (B)  

(C) (D)  

  The option to be clicked to get two additional options while accepting a 

meeting request is 

(A) Accept (B) Decline 

(C) Propose New Time (D) Tentative 

II.  3 × 1 = 3 

 Fill in the blanks with suitable answer :  

8. 

........................ . 

 The small letters in the selected text will be converted into capital letters 

and capital letters will be converted into small letters by selecting the  

option ………………. . 
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9. …………… . 

 In a spreadsheet, the option that makes all the tabs hidden from the view   

is ……………………. . 

10. …………….  

 In a presentation, Sound option under Media clips is available                        

in ………………. tab . 

III. 11. A- B-

 4 × 1 = 4 

  The groups available in word processor are given in Column-A and the 

options under those groups are given in Column-B. Match them. 

A-  

Column-A 

B-  

Column-B 

i) 

 Paragraph 

a)  

 Change styles 

ii) &  

 Header & Footer 

b) 

Letters 

iii)  

 Page set-up 

c)  

 Alignment 

iv)  

 Illustrations 

d)  

 Breaks 
 

e)  

 Font size 
 

f)  

 Clip Art 
 

g)  

 Page number 

IV.  6 × 1 = 6 

 Answer the following questions : 

12.  

 How can section break of a word document be viewed ? 

13. 

 

 Write any two items that can be added to the header area of a page. 

14.  

 How does assigning names to cells in a worksheet help you ? 



CCE RF & RR  5 86-EK (Level-2) 

  RF & RR (B) - 401  [ Turn over 

15.  

 How do you change the colours and effects of the chart in a presentation ? 

16. 

 

 Write the two ways of scheduling an appointment using the calendar 
application. 

17. 

 

 Name two additional tabs that are available after inserting a chart in a 
spreadsheet. 

V.  5 × 2 = 10 

 Answer the following questions : 

18. 

 

 How does soundsentry help the users with auditory impairment ? How can 

soundsentry option be enabled ?  

/OR 

 

 

 Explain the method of launching and using Google Talk by an user having 

G-mail account. 

19. 

 

 What is a template ? Explain the method to create certificates for your 

school. 

/OR 

  

 Explain the disadvantages of embedded document. 

20. 

 

 Mention the advantage of Sort option. Name the group and tab under which 

Sort option is available. 

21. 

 

 Explain the method to track the usage of Microsot Word application using 

journal entry. 

22. 

 

 What is the advantage of binary data type in a database ? Write three types 

of binary data type. 
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VI.  4 × 3 = 12 

 Answer the following questions : 

23. 

 

 Explain the method of creating a blog account in Wordpress and make it 

ready for use. 

24. 

 

 Explain the method of opening and arranging multiple workbook windows 

in a spreadsheet. 

/OR 

 

 

 How does conditional formatting useful in maintaining huge amount of data 

in a spreadsheet ? Name the group and the tab under which this option is 

available. What is the advantage of the option Highlight cells Rules that 

comes under this option ? 

25.  

 Suggest any six tips to make the presentation effective. 

26.  

 Explain the steps to create a database in open office Base Application. 

VII.  2 × 4 = 8 

 Answer the following questions : 

27.  

 Explain the following with reference to database : 

 i)  

  Numeric data type 

 ii)  

  Primary key 

28.  

 Explain four types of views available in a spreadsheet. 

/OR 

 

 

 Explain any four page layout options that are helpful while printing a 

spreadsheet having huge amount of data. 
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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. Identify the future continuous tense of the sentence “I contacted my broker 

Vikram”. 

(A) I am contacting my broker Vikram  

(B) I will be contacting my broker Vikram 

(C) I should contact my broker Vikram  

(D) I will contact my broker Vikram. 

30. Kiran Lal Grocery is next to the mobile shop. The meaning of the underlined 

words is  

(A) beside (B) opposite 

(C) across (D) in front of. 

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

(A) intersection (B) junction 

(C) crossroad (D) fork 

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

32. It started raining ……………… we went out. ( as early as, as soon as ) 

III. Answer the following question : 2 

33. Mention any four points that should be included under personal 
information while writing your resume. 

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

34. Fill in the blanks with the appropriate prepositions given in the bracket. 

i) Stand ………….. that chair and get me the box from the shelf. ( on, in ) 

ii) Take these vegetables ……………. the kitchen. ( to, into ) 

iii) Thank you ………………. your co-operation. ( of, for ) 

iv) My friends wanted to share a drink ………………. me. ( with, from ) 

OR 

 Fill in the blanks with the appropriate word given in the brackets : 

i) Radha …………….. moved to a new city.  ( recently, daily )  

ii) There is a ………………… monument near our house.  

  ( history, historical )  

iii) Jaipur is one of the ……………… planned cities in India. 

  ( best, good ) 

iv) „Sangai‟ is an endangered species which cannot be found ………….. 
else on earth. ( everywhere, anywhere ) 
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