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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)  

 All the computers which have equal status are called  

(A) Client Server (B) Peer to Peer 

(C) www (D) LAN 

 2.  

(A)  (B)  

(C)  (D)  

 It is a type of computer network which connects limited geographical area. 

(A) LAN (B) MAN 

(C) WAN (D) CAN 

3.  

(A)  (B)  

(C)  (D)  

 In insert tab, footer option is available under the group  

(A) Text (B) Symbol 

(C) Header & Footer (D) Link 

4.  

(A) .pptx (B) .docx 

(C) .xlsx (D) .pdf 

 File extension of template document is  

(A) .pptx (B) .docx 

(C) .xlsx (D) .pdf 
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5.  

(A)  (B)  

(C)  (D)  

 Clip art option is available under the group 

(A) Illustration (B) Equation 

(C) Symbol (D) Text 

6.  /  

(A)  (B)  

(C)  (D)  

 Format ( hide/unhide ) option is available under the group  

(A) Font (B) Style 

(C) Cells (D) Clip board 

7. 

 

(A)  (B)  

(C)  (D)  

 By selecting this feature we can freeze the entire row or column. 

(A) Freeze top row (B) Freeze panes 

(C) Freeze first column (D) Freeze last column 

II.  3 × 1 = 3 

 Fill in the blanks with suitable answer : 

8. ………………… 

 

 The type of instant messaging software which is downloaded and installed 

on user's computer is ………………… . 

9. 

………………… . 

 A discussion style site used by non-technical users for creating personal 

web page is ………………… . 

10. ………………… 

 

 Data in a relational database management system is organised in the form 

of ………………… . 
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III. 11. A-  B-

 4 × 1 = 4 

  Some features are given in Column-A and some functions are given in 

Column-B. Match them : 

 A- B-  

 Column-A Column-B 

i) a)  

 Sort  Orientation 

ii) b)  

 Filter  Conditional formatting 

iii) c)  

 Landscape  Arranging data  

iv) d)  

 Style group  Extracting data 

   e)  

    Symbol 

   f) /  

    Page / Section 

   g) /  

    Paper 

IV.  6 × 1 = 6 

 Answer the following questions : 

12.  

 Define modem. 

13.  

 Where the paragraph group is available ? 

14.  

 Mention two items that can be added to header area. 

15.  

 Write the icon of auto sum. 
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16.  

 What is sort in spreadsheet software ? 

17.  

 Write the steps to freeze rows and columns in a spreadsheet. 

V.  5 × 2 = 10 

 Answer the following questions : 

18.  

 Write the steps for adding footer to a word processing document. 

/OR 

  

 Write the steps for inserting template in word processing. 

19.  

 Write the steps to insert a chart in the spreadsheet.  

20.  

 Mention the two ways for inserting table in a presentation software. 

21.  

 What is a task ? Give any two examples related to e-mail messaging. 

/OR 

  

 Write the two ways to schedule an appointment. 

22.  

 Mention the two types of database management system languages. 

VI.  4 × 3 = 12 

 Answer the following questions : 

23.  

 List the examples for objects. 
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24.  

 Explain the method of inserting audio clip to a presentation. 

/OR 

  

 Explain slide transition. 

25. 

 

 What is a note ? Explain the method of creating a note in the calendar 

software. 

26. 

 

 Write any three data types in the data management system with examples. 

VII.  2 × 4 = 8 

 Answer the following questions : 

27.  

 How the charts are classified in spreadsheet ? 

28.  

 Explain the uses of date time data types. 

/OR 

  

 Explain the tables in a relational database management system. 
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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. Park your car ................. the parking lot behind the mall.  

(A) in (B) for 

(C) on (D) is. 

30. Resume includes 

(A) phone bill (B) phone number 

(C) friend name (D) shop size. 

31. Observe the analogy and write the answer : 

Ready : adjective : : Readily :  

(A) noun (B) pronoun 

(C) conjunction (D) adverb. 

II. Fill in the blank with suitable answer : 1 

32. The final course of a meal is ………………… . 

III. Answer the following question : 2 

33. Write any two terms for giving directions. 

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

34. Fill in the blanks with the appropriate articles given in the brackets : 

i) Could you get me ……………… ( a, an, the ) bowl of hot water ? 

ii) Excuse me where is ……………… ( a, an, the ) meeting hall ? 

iii) A false friend is worst than ……………… ( a, an, the ) enemy. 

iv) That is on ……………… ( a, an, the ) menu today. 

OR 

 Fill in the blanks with correct prepositions given in the brackets : 

i) Go straight down Kingsway Street and you will find the shop 

……………… ( in, on ) your right. 

ii) The jeweler's store is right next ……………… ( for, to ) the bus-stop. 

iii) Walk ……………… ( till, before ) you reach the traffic point. 

iv) The book store is just ................. ( across, under ) the street. 
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