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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. ¯ÝÂÃÝWÝÅ¶…¬ÜÈÉ w¶ÝÇ…r pÝÂ¸… ÓÝr¯…¬Ü ÓÝ§¬Ü 

(A) 1.5


 (B) 0.5


 

(C) 1.0


 (D) 2.5


 

 The default tab stop position in paragraph is  

(A) 1.5


 (B) 0.5


 

(C) 1.0


 (D) 2.5


 

2. D PæÙÜX¬Ü BÁáRWÜÙÜÈÉ ¿ÞÊÜâ¨Üá ÃÝÂ¯… pæP…Õ$r¬Ü BÁáR BXÃÜáÊÜâ©ÆÉ ? 

(A) ÓæR$ÌàÃ… (B) pæçp… 

(C) ¥ÜãÅ (D) Ãæçp… 

 Which among the following options is NOT a wrap text option ? 

(A) Square (B) Tight 

(C) Through (D) Right 

3. BÁáR ÊÜÞw¨Ü ±ÜsÜÂ¨ÜÈÉ ÓÜ|¡ AûÜÃÜWÜÙÜ®Üá° ¨æãvÜx AûÜÃÜWÜÙÜ®Ý°X ÖÝWÜã ¨æãvÜx 

AûÜÃÜWÜÙÜ®Üá° ÓÜ|¡ AûÜÃÜWÜÙÜ®Ý°X ±ÜÄÊÜñÜì®æ ÊÜÞvÜáÊÜ BÁáR 

(A) ÓÜ¸…Ôð¯…r (B) ¶Ýíp… ¶æàÓ… 

(C) pÝWÜÇ… PæàÓ… (D) ÊÝPÜÂ ±ÜÅPÜÃÜ|
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 The option used to convert small letters to capital letters and capital 

letters to small letters in the selected text, is  

(A) subscript (B) font face 

(C) toggle case (D) sentence case 

4. PÝ¿áì ǕâÓÜ¤PÜ¨Ü B¿áª ¯ÜÅ¨æàÍÜÊÜ¬Üá® ËàüÓÜÆá ŸÙÜÓÜáÊÜ BÁáR 

(A) ¶ÜâÇ… Ôðà¬… (B) PÜÓÜrÊÜå… ÊÜäÂ 

(C) ¬ÝÊÜáìÇ… (D) ¯æàh… ¸æÅàP… °ÅÊÜäÂ

 The option used to view the selected area of a workbook is   

(A) Full screen (B) Custom view 

(C) Normal (D) Page break preview 

5. PæãàÍÜWÜÙÜ ÊÜåèÆÂWÜÙÜ®Üá° B«ÜÄÔ PæãàÍÜWÜÙÜ ¶ÝÊÜÞÂìqíW… A¬Üá® Ÿ¨ÜÇÝÀáÓÜÆá 

ŸÙÜÓÜáÊÜ BÁáR 

(A) ¯ÜsÜÂ ¶ÝÊÜÞÂìqíW… (B) ÓÝp…ì ÊÜáñÜá¤ µÆrÃ… 

(C) Ÿ|¡  ¶ÝÊÜÞÂìqíW… (D) PÜíwàÐÜ¬ÜÇ… ¶ÝÊÜÞÂìqíW… 

 The option used to change the formatting of cells based on values in 

it, is  

(A) Text formatting (B) Sort and filter 

(C) Colour formatting (D) Conditional formatting 

6. pæçoÇ… ÊÜáñÜá¤ PÜípæíp… BÁáR¿á¬Üá® ŸÙÜÔPæãívÜá Jí¨Üá aÜÆ¬ÜbñÜÅ ×wPæ¿á¬Üá® 

¯ÜÅÓÜá¤£Wæ ÓæàÄÓÜáÊÝWÜ ŸÙÜÓÜ¸æàPÝ¨Ü pÝÂ¸… 

(A) wÓæç¬… (B) ÖæãàÊÜå… 

(C) ¶ÝÊÜÞìp… (D) C¬…Õp…ì
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The tab used to insert a movie clip to a presentation using title and 

content option is 

(A) Design (B) Home  

(C) Format (D) Insert 

7. D PæÙÜX®ÜÊÜâWÜÙÜÈÉ ¿ÞÊÜâ¨Ü®Üá° E±ÜÁãàXÔ ±ÜÅÓÜá¤£¿á®Üá° Öæbc®Ü ËàûÜPÜÄWæ 

¯ÜÅÓÜá¤ñÜ¯ÜwÓÜŸÖÜá¨Üá  

(A) ¶ÜâÇ… Ôðà¬… (B) Ëívæãà 

(C) Óæp…A¯… (D) Ëá­ÊæáçÓ… 

  Which among the following is used while presenting the presentation 

to more audience ? 

(A) Full screen (B) Window 

(C) Setup (D) Minimize 

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. ±ÜÅÓÜá¤£¿áÈÉ Óèív… BÁáR¿áá .......................... pÝÂ¸…®Ü Aw¿áÈÉ Æ»ÜÂË¨æ. 

 In a presentation the sound option is available under .............. tab. 

9. WÜãÅ¯… vÝÅ¯…vè¬… BÁáR¿á Aw¿áÈÉ Æ»ÜÂËÃÜáÊÜ ÊÜáãÃÜá BÁáRWÜÙæí¨ÜÃæ WÜãÅ¯…, 

ÄàWÜãÅ¯… ÊÜáñÜá¤ .......................... . 

 The three options available under group dropdown option are group, 

regroup and .................... .  

10. pæàŸÇ…¬ÜÈÉ Jí¨Üá AvÜxÓÝÆ®Üá° WÜáÃÜá£ÓÜáÊÜ A®Ü®ÜÂ Qà ...................... .

 The unique key that identifies a row in a table is .................. . 
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III. 11. A-±Üqr¿áÈÉ ËñÜÄñÜÖÝÙæ¿á ñÜíñÝÅíÍÜ¨ÜÈÉ Æ»ÜÂËÃÜáÊÜ ËË«Ü BÁáRWÜÙÜ®Üá° ÖÝWÜã             

B-±Üqr¿áÈÉ pÝÂ¸…WÜÙÜ®Üá° ¯àvÜÇÝX¨æ. AÊÜâWÜÙÜ®Üá° Öæãí©Ô EñÜ¤ÃÜWÜÙÜ®Üá° 

PÜÅÊÜÞûÜÃÜWÜÙæãí©Wæ ŸÃæÀáÄ  4 × 1 = 4 

  Options available in spreadsheet software are given in Column-A 

and tabs are given in Column-B. Match them and write answer 

with alphabet : 

A-±Üqr 

Column-A 

B-±Üqr 

Column-B 

i) PÜíwàÐÜ¬ÜÇ… ¶ÝÊæáàìqíW…

Conditional formatting

a) ËàûÜOæ pÝÂ¸… 

 View tab 

ii) µÅàh… ¶ÜÆPÜ 

Freeze panes 

b)  C®…Õp…ì pÝÂ¸… 

 Insert tab

iii) ÓÝp…ì 

Sort 

c)  ÖæãàÊÜå… pÝÂ¸… 

 Home tab 

iv) aÝp…Õì 

Charts 

d)  ÄÊÜäÂ pÝÂ¸… 

 Review tab 

 e)  væàpÝ pÝÂ¸… 

 Data tab 

 f)  ±æàh… ÇæàLp… pÝÂ¸… 

 Page layout tab 

 g)  ¶ÝÊÜááìÆ pÝÂ¸… 

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

 Answer the following questions : 

12. pæí¯æÉàp… Gí¨ÜÃæà®Üá ? 

 What is template ? 

13. ¯Ü¨ÜÓÜíÓÜRÃÜOæ¿á ñÜíñÝÅíÍÜ¨ÜÈÉ ¯æàh…¸æÅàP… BÁáR¿áá ¿ÞÊÜ pÝÂ¸… ÊÜáñÜá¤ WÜãÅ¯… 

Aw¿áÈÉ Æ»ÜÂËÃÜáñÜ¤¨æ  

 In word processing software, page break option is available under 

which tab and group ? 

14. ËñÜÄñÜÖÝÙæ¿áÈÉ µÆrÃ… BÁáR¿á¬Üá® ŸÙÜÓÜáñÝ¤Ãæ. HPæ  

 Filter option is used in spreadsheet. Why ? 

15. BpæãàÓÜÊÜå…®Ü E±ÜÁãàWÜWÜÙÝÊÜâÊÜâ  

 What are the uses of Autosum ? 

16. ËñÜÄñÜÖÝÙæ¿á ¿ÞÊÜ pÝÂ¸…¬Ü Aw¿áÈÉ Öæçv… BÁáR PÝ|ŸÖÜá¨Üá  

 In which tab can we find hide option in spreadsheet ? 

17. Ô±àPÜÃ… q¯Ü±~¿á ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá E¯ÜÁãàWÜWÜÙÜ¬Üá® £ÚÔ. 

 Mention any two uses of speaker notes. 

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

 Answer the following questions : 

18. WÜãWÜÇ… pÝP… ¯ÝÅÃÜí¼ÓÜáÊÜ ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ. 

 Write the steps to launch Google talk. 
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19. ÎÃæãàÇæàS Gí¨ÜÃæà®Üá   ¿ÞÊÜ ÊÜÞ×£WÜÙÜ®Üá° ÎÃæãàÇæàSWÜÙÜ Aw¿áÈÉ 

ÓæàÄÓÜŸÖÜá¨ÝX¨æ  

 What is header ? What are the information that can be included in 

headers ? 

A¥ÜÊÝ/OR 

 ¯Ü¨ÜÓÜíÓÜRÃÜOæ¿á ¨ÜÓÝ¤Êæài¬ÜÈÉ QÉ¯…Bp…ì A¬Üá® ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ.

Write the steps to insert clipart in the word processing document. 

20. ËñÜÄñÜÖÝÙæ¿á PæãàÍÜWÜÙÜÈÉ ­àwÃÜáÊÜ ÊÜåèÆÂWÜÙÜ¬Üá® ÓÝp…ì ÊÜÞvÜáÊÜ ÖÜíñÜWÜÙÜ¬Üá® 

ŸÃæÀáÄ. 

 Write the steps to sort the given values in the cells of spreadsheet. 

21. PÝÂÇæívÜÃ… ñÜíñÝÅíÍÜ¨ÜÈÉ A¯ÝÀáíp…Êæáíp… A¬Üá® ­WÜ©¯ÜwÓÜáÊÜ Ë«Ý¬ÜWÜÙÜ¬Üá® £ÚÔ 

ÖÝWÜã ¿ÞÊÜâ¨Ý¨ÜÃÜã Jí¨Üá Ë«Ý®ÜÊÜ®Üá° ËÊÜÄÔ. 

 Mention two ways to schedule an appointment in calendar software 

and explain any one of them. 

A¥ÜÊÝ/OR 

 PÝÂÇæívÜÃ… ñÜíñÝÅíÍÜ¨ÜÈÉ ¯Üâ¬ÜÃÝÊÜ£ìñÜ ¬æàÊÜáPÝ£¿á¬Üá® ÃÜbÓÜáÊÜ ÖÜíñÜWÜÙÜ¬Üá® 

ŸÃæÀáÄ. 

 Write the steps to create a recurring appointment in calendar 

software. 

22. ÓæÇæP…r  ( SELECT ) ÖæàÚPæ¿á IbfPÜ Ë˜WÜÙÜá ¿ÞÊÜâÊÜâ  

 What are the optional clauses of 'SELECT' statement ?  
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VI. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  4 × 3 = 12 

 Answer the following questions : 

23. WÜ|PÜhÝÆ¨ÜÈÉ GÃÜvÜá ÊÝÓÜá¤ÎÆ³ Ë®ÝÂÓÜWÜÙÜ®Üá° ÓÜíü±Ü¤ÊÝX ËÊÜÄÔ. 

 Briefly explain two network architectures in computer networking. 

A¥ÜÊÝ/OR 

 µÉ¯…PÝp…ì ÊÜáãÆPÜ ÓÜÃÜPÜáWÜÙÜ¬Üá® PæãÙÜáÛÊÝWÜ B¬…Çæç¬… ÊÜÂÊÜÖÝÃÜ ­ÊÜì×ÓÜáÊÜ 

ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ.

Write the steps for online transaction while buying the products in 

Flipkart. 

24. ¯Ü¨ÜÓÜíÓÜRÃÜOæWæ ÓÜíŸí˜Ô¨Üíñæ PæÙÜX¬ÜÊÜâWÜÙÜ¬Üá® ËÊÜÄÔ  

 a) ÓÜ¸…Ôð±…r 

 b) ÓÜã±ÜÃ…Ôð±…r 

 c) PæàÓ… Ÿ¨ÜÇÝÀáÔ 

 Explain the following related to word processing : 

 a) Subscript 

 b) Superscript 

 c) Change case 

25. ­ÊÜá¾ ©¬Ü¨ÜÎì (PÝÂÇæívÜÃ…) ¬ÜPÜÆ¬Üá® ËáíaÜíaæ (C&ÊæáàÇ…) ÊÜáãÆPÜ ÖÜíbPæãÙÜáÛÊÜ 

ÖÜíñÜWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain the steps to share a copy of your calendar via e-mail. 
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26. væàpÝ¸æàÓ…¬ÜÈÉ væàpÝÊÜ¬Üá® ÊÜÞÂ¬Üá¯ÜâÇæàp… ÊÜÞvÜÆá ŸÙÜÓÜáÊÜ GÃÜvÜá »ÝÐæWÜÙÜá 

¿ÞÊÜâÊÜâ   Jí¨Üá »ÝÐæ¿á®Üá° ÓÜíü±Ü¤ÊÝX ËÊÜÄÔ. 

 Mention two languages used to manipulate data in database. Explain 

any one language briefly. 

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

 Answer the following questions : 

27. ËñÜÄñÜÖÝÙæ¿áÈÉ Æ»ÜÂËÃÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã ¬ÝÆáR aÝp…ì Ë«ÜWÜÙÜ¬Üá® ËÊÜÄÔ. 

 Explain any four chart types available in spreadsheet. 

28. væàpÝ¸æàÓ…Wæ ÓÜíŸí˜Ô¨Üíñæ D PæÙÜX®ÜÊÜâWÜÙÜ®Üá° ËÊÜÄÔ  

 (i) ®ÜãÂÊÜáÄP… væàpÝpæç±… 

 (ii) væàp… pæçÊÜå… væàpÝpæç±… 

 Explain the following related to database : 

 (i) Numeric datatype  

 (ii) Date time datatype 

A¥ÜÊÝ/OR 

 væàpÝ¸æàÓ…Wæ ÓÜíŸí˜Ô¨Üíñæ D PæÙÜX¬ ÜÊÜâWÜÙÜ PÝ¿áìWÜÙÜ®Üá° ËÊÜÄÔ  

 (i) QÅÁáàp… (ii) C®…Õp…ì 

 (iii) A±…væàp… (iv) wÈàp… 

 Explain the functions of the following related to database : 

 (i) CREATE (ii) INSERT 

 (iii) UPDATE (iv) DELETE 
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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. I hurt myself while fixing the broken book shelf.  

 The underlined word in above sentence is 

(A) an adverb 

(B) a verb 

(C) a noun 

(D) a pronoun 

30. Identify the sentence that is in simple past tense : 

(A) It were a beautiful summer day  

(B) It was a beautiful summer day 

(C) It is a beautiful summer day  

(D) It will be a beautiful summer day 

31. Identify the passive voice of the given sentence : 

 The youth should change things for the better. 

(A) The youth have to change things  

(B) The youth had to change things for better 

(C) Things should be changed for the better by the youth  

(D) Things will be changed by youth 

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

32. The final course of a meal is called as ................ . 
   ( starter, dessert  ) 

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

33. Write any four terms that should be included in the resume.  

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

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

i) Please get me ................. glass of water.  

   ( a, the, no article needed )  

ii) I would like to cancel ................ masala dosa that I ordered. 

   ( a, the, no article needed ) 

iii) I will have a mushroom pizza with ............... cheese topping. 

   ( a, the, no article needed ) 
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iv) For dessert ............... plate of Kheer will do.  

   ( a, the, no article needed ) 

OR 

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

i) We really enjoyed .............. on the trip to Manali last month. 

  ( us, ourselves )  

ii) The book store is right next ................. the bus stop.  

  ( for,  to ) 

iii) Now I live .................. in the heart of Bengaluru. 

  ( comfortable, comfortably ) 

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