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»ÝWÜ & G 
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. PæÆÊÜâ WÜ|PÜ¿áíñÜÅWÜÙÜÈÉ ËÍæàÐÜ ¯ÎcñÜÊÝ¨Ü PÝ¿áìWÜÙÜ®Üá° Öæãí©ÃÜáÊÜ ÊÜáñÜá¤ 

CñÜÃÜ WÜ|PÜ¿áíñÜÅWÜÚWæ ÓæàÊæWÜÙÜ®Üá° J¨ÜXÓÜáÊÜ hÝÆ 

(A) Êæçv… HÄ¿Þ ®æp…ÊÜP…ì (B) ÇæãàPÜÇ… HÄ¿Þ ®æp…ÊÜP…ì 

(C) PæÉ„íp… ÓÜÊÜìÃ… (D) ËÓÜõñÜ ûæàñÜÅhÝÆ (ÊÜÇ…xì Êæçv… Êæ¸…) 

 The Network in which certain computers have special dedicated 

tasks, providing service to other computers is,  

(A) Wide area network (B) Local area network 

(C) Client server (D) World wide web 

2. BPæÕÔ¹Èq BÁáR¿áá D PæÙÜX®ÜÊÜâWÜÙÜÈÉ Æ»ÜÂË¨æ 

(A) ¨ÝSÇæWÜÙÜá (B) GÇÝÉ PÜÅÊÜáË˜WÜÙÜá 

(C) ÓÜÖÝ¿á ÊÜáñÜá¤ ¸æíŸÆ (D) PÜípæãÅàÇ… ±ÝÂ®æÇ… 

 Accessibility option is available under  

(A) Documents (B) All programs 

(C) Help & support (D) Control panel 
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3. ÓÜÌ¿áíaÝÈñ Ü pÝÂ¸… ¯ÆáÉÊÜ ÓÝ§®Ü¨Ü ÊÜåèÆÂ 

(A) 0∙4 / /  (B) 0∙6 / /  

(C) 0∙3 / /  (D) 0∙5 / /  

 The default value of tab stop position is 

(A) 0∙4 / /  (B) 0∙6 / /  

(C) 0∙3 / /  (D) 0∙5 / /  

4. ±Üâo¨Ü ÊæáàÇÝ½WÜ¨ÜÈÉ ÓæàÄÓÜáÊÜ AûÜÃÜWÜÙÜá A¥ÜÊÝ bñÜÅWÜÙÜá 

(A) ¶ÜäoÓ…ì (B) ÖævÜÓ…ì 

(C) ÍÝp…ìPÜp…Õ (D) WÝÅ¶… (®Üûæ) 

 The text or image included at the top of the page are 

(A) Footers (B) Headers 

(C) Shortcuts  (D) Graphs 

5. ±ÜsÜÂ¨Ü Ÿ|¡ÊÜ®Üá° Ÿ¨ÜÈÓÜÆá E±ÜÁãàXÓÜáÊÜ BÁáR 

(A) ±ÜsÜÂ ±ÜÅPÝÍÜÊÜÞ®Ü Ÿ|¡ (B) ÓÜÌÃÜã±Ü ñæÃÜÊÜâWæãÚÓÜá 

(C) AûÜÃÜ Ÿ|¡ (D) ÓÜã±ÜÃ… Ôð±…r 

 The option used to change the colour of the text is  

(A) text highlight colour (B) clear formatting 

(C) font colour (D) superscript 
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6. PÜíwÐÜ®ÜÇ… ¶ÝÊÜÞìqíW… A®Üá° ŸÙÜÔ ¯àÊÜâ C¨Ü®Üá° Ÿ¨ÜÇÝÀáÓÜŸÖÜá¨Üá 

(A) ÓÜíTæÂ¿á ¶ÝÊÜÞìp… (B) ¶Ýíp… Óæçh… 

(C) WÜw ¨Ü±Ü³ (D) WÜw WÝñÜÅ 

 Conditional formatting allows you to change the option 

(A) Number format (B) Font size 

(C) Border thickness (D) Border size 

7. ¯WÜ©ñÜ ÓæÇ… ( cell ) WÜÙÜÈÉ PæãqrÃÜáÊÜ GÇÝÉ ÓÜíTæÂWÜÙÜ®Üá° ¿ÞÊÜâ¨æà ÓÜãñÜÅ 

ŸÙÜÓÜ¨æà PÜãwÓÜÆá ŸÙÜÓÜáÊÜ BÁáR 

(A) BpæãàÓæÇ… (B) BpæãàÓÜÊÜå… 

(C) BpæãàÊæáqP… (D) BpæãàÃæàíh… 

 The option used to add the values given in cells automatically 

without writing any formula is 

(A) Auto cell (B) Auto sum 

(C) Automatic (D) Autorange 

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. GÇ….G.G®…. ( LAN ) ®Ü ËÓÜõñÜ ÃÜã±Ü .......................... . 

 The expansion of LAN is ................. . 

9. Ëá¸æãà GíŸá¨Üá ..................... B«ÝÄñÜ C®…Õ$ríp… ÊæáÓæàiíW… ÓÝ¶…rÊæàÃ…. 

 Meebo is a ................. based instant messaging software. 

10. væàpÝ¸æàÓ… ………………… PæãàÐÜrPÜWÜÙÜ®Üá° Öæãí©ÃÜŸÖÜá¨Üá. 

 A database can have ............... tables. 
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III. 11. A-±Üqr¿áÈÉ Óæràp…Êæáíp…®Ü ËÊÜÃÜOæ ¯àw¨æ ÊÜáñÜá¤ B-±Üqr¿áÈÉ 

Óæràp…Êæáíp…WÜÙÜ®Üá° ¯àw¨æ Óæràp…Êæáíp… ËÊÜÃÜOæWÜÙÜ®Üá° Óæràp…Êæáíp…WÜÚWæ  

Öæãí©Ô EñÜ¤ÃÜWÜÙÜ®Üá° PÜÅÊÜÞûÜÃÜ¨æãvÜ®æ ŸÃæÀáÄ  4 × 1 = 4 

  Description of the statements are given in Column "A" and 

statements are given in Column "B" match them and write the 

answer with alphabet :  

A-±Üqr 
Column-A 

B-±Üqr 
Column-B 

i) væàpÝ¸æàÓ…¯í¨Ü ÊÜÞ×£¿á®Üá° ±Üvæ¿ááÊÜâ¨Üá

Retrieval of information from 

the database 

a) ÊÜáh…ì Óæràp…Êæáíp… 

Merge statement 

ii) væàpÝ¸æàÓ…Wæ ÖæãÓÜ ÊÜÞ×£¿á®Üá° 

ÓæàÄÓÜáÊÜâ¨Üá 

Insertion of new information 

into the database 

b) PÝÇ… Óæràp…Êæáíp… 

Call statement  

iii) ¯©ìÐÜrÊÝ¨Ü ÊÜÞ×£¿á®Üá° væàpÝ¸æàÓ…®ÜÈÉ 

AÚÓÜáÊÜâ¨Üá 

Deletion of information in the 

database 

c) ÓæàÊ… ±ÝÀáíp… Óæràp…Êæáíp… 

Save point statement 

iv) ¯©ìÐÜrÊÝ¨Ü ÊÜÞ×£¿á®Üá° væàpÝ¸æàÓ…®ÜÈÉ 

Ÿ¨ÜÇÝÊÜOæ ÊÜÞvÜáÊÜâ¨Üá 

Modification of information in 

the database 

d) C®ÜÕp…ì Óæràp…Êæáíp… 

Insert statement 

 
e) ÓæÇæP…r Óæràp…Êæáíp… 

Select statement 

 
f) wÈàp… Óæràp…Êæáíp… 

Delete statement 

 
g) A±…væàp… Óæràp…Êæáíp… 

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

 Answer the following questions : 

12. WÜ|PÜ¿áíñÜÅ ®æp…ÊÜP…ì Gí¨ÜÃæà®Üá  

 What is computer network ? 

13. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ ±ÜsÜÂ±ÜÅPÝÍÜÊÜÞ®Ü Ÿ|¡ÊÜ®Üá° ®ÝÊÜâ HPæ E±ÜÁãàXÓÜáñæ¤àÊæ  

 Why do we use text highlight in word document ? 

14. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿á ¿ÞÊÜ pÝÂ¸…®ÜÈÉ QÉ±… Bp…ì BÁáR ¨æãÃæ¿ááñÜ¤¨æ  

 In which tab is clipart option available in word document ?  

15. PÜÓÜrÊÜå… ÊÜäÂ®Ü E±ÜÁãàWÜÊæà®Üá  

 What is the use of custom view ?  

16. ËñÜÄñÜÖÝÙæ¿áÈÉ ±Üâo Ë»Üg®æ¿á®Üá° ÖæàWæ ñæWæ¿ááñÝ¤Ãæ  

 How to remove page break in spreadsheet ? 

17. ËñÜÄñÜÖÝÙæ¿áÈÉ Çæç®… aÝp…ì®Ü E±ÜÁãàWÜÊÜ®Üá° ŸÃæÀáÄ. 

 Write the use of line chart in a spreadsheet. 

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

 Answer the following questions : 

18. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ bÖæ°WÜÙÜ®Üá° ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps for inserting symbol in word processing. 

A¥ÜÊÝ /OR 
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 ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ D PæÙÜX®Ü AûÜÃÜ ÓÜÌÃÜã±ÜWÜÙÜ E±ÜÁãàWÜWÜÙÜ®Üá° ŸÃæÀáÄ

 (a) ÓÜÌÃÜã±Ü ñæÃÜÊÜâWæãÚÓÜá (QÉ¿áÃ… ¶ÝÊÜÞìqíW…) 

 (b) pÝWÜÇ… PæàÓ… 

Write the uses of the following character formats : 

 (a) Clear formatting 

 (b) Toggle case. 

19. ËñÜÄñÜÖÝÙæ¿áÈÉ ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR ®Üûæ¿á AíÍÜWÜÙÜ®Üá° ÖæÓÜÄÔ. 

 Name any four chart elements in spreadsheet. 

20. wioÇ… ±ÜÅÓÜá¤£ ñÜíñÝÅíÍÜ¨ÜÈÉ ÎàÑìPæ ÊÜáñÜá¤ ËÐÜ¿á BÁáR ŸÙÜÔ PæãàÐÜrPÜ 

ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to insert table using title and content option in 

digital presentation software. 

21. C&ÊæáàÇ… ÊæáÓæàiíW…®ÜÈÉ A±ÝÀáíp…Êæáíp… Öæãí©ÓÜáÊÜ Ë«Ý®ÜWÜÙÜ®Üá° 

ŸÃæÀáÄ ÊÜáñÜá¤ ¿ÞÊÜâ¨Ý¨ÜÃÜã Jí¨Üá Ë«Ý®ÜÊÜ®Üá° ËÊÜÄÔ. 

 Write the two ways of scheduling an appointment in e-mail 

messaging and explain any one method of scheduling an 

appointment. 

A¥ÜÊÝ /OR 

 C&ÊæáàÇ… ±æäÅàWÝÅí®Üá° ÖæàWæ BÃÜí¼ÓÜáñæ¤àÊæ   ÊÜáñÜá¤ PÝÂÇæívÜÃ… ñÜíñÝÅíÍÜ¨ÜÈÉ 

¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá ¸æíŸÈñÜ ËàûÜOæWÜÙÜ®Üá° ŸÃæÀáÄ. 

 How to start e-mail program ? Write any two views that are 

supported by calendaring software.  
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22. w¹GíGÓ… ( DBMS ) ®ÜÈÉ D PæÙÜX®ÜÊÜâWÜÙÜ E±ÜÁãàWÜWÜÙÜ®Üá° ŸÃæÀáÄ  

 (a) ¶ÝÉp… ¶æçÇ… 

 (b) ÄÇæàÐÜ®ÜÇ… 

 Write the use of the following in DBMS : 

 (a) Flat file 

 (b) Relational 

VI. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  4 × 3 = 12 

 Answer the following questions : 

23. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ ÊÜÓÜá¤WÜÙÜ®Üá° ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps for inserting the objects in word document. 

24. wioÇ… ±ÜÅÓÜá¤£¿áÈÉ A¯ÊæáàÐÜ®…WÜÙÜ®Üá° ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to insert animations in slide in digital 

presentation. 

A¥ÜÊÝ /OR 

 wioÇ… ±ÜÅÓÜá¤£¿áÈÉ A¯ÊæáàÐÜ®…WÜÙÜ®Üá° ÓæàÄÓÜáÊÜâ¨ÜÄí¨Ü BWÜáÊÜ ±ÜÄOÝÊÜáPÝÄ 

E±ÜÁãàWÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the effects of uses of inserting an animation in digital 

presentation. 

25. ÓÜÊÜá¿á ¯ÊÜìÖÜOæ ñÜíñÝÅíÍÜ¨Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã BÃÜá Ë«ÜWÜÙÜ®Üá° £ÚÔ. 

 Mention any six categories in the time management software.  
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26. w¹GíGÓ… ( DBMS ) ®ÜÈÉ  PæãqrÃÜáÊÜ ÖæÓÜÃÜáWÜÙÜ ¨ÜñÝ¤íÍÜ Ë«ÜWÜÙÜ®Üá° ŸÃæÀáÄ  

 (a) BOOLEAN (ŸãÈ¿á®…)

 (b) TINYINT (pæç¯Cíp…) 

 (c) SMALLINT (ÓÝ¾Ç…Cíp…) 

 (d) NUMERIC (®ÜãÊæáàÄP…) 

 (e) CHAR 

 (f) LONGVARBINARY 

 Write the data type for the following names in DBMS : 

 (a) BOOLEAN 

 (b) TINYINT 

 (c) SMALLINT 

 (d) NUMERIC 

 (e) CHAR 

 (f) LONGVARBINARY 

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

 Answer the following questions : 

27. ËñÜÄñÜÖÝÙæ¿áÈÉ D PæÙÜX®Ü ®ÜûæWÜÙÜ®Üá° ËÊÜÄÔ  

 (a) ÆíŸ ®Üûæ (¸ÝÃ… aÝp…ì) 

 (b) PÜíŸ ®Üûæ (PÝÆÊÜå… aÝp…ì) 

 (c) hÝWÜ ®Üûæ (HÄ¿Þ aÝp…ì) 

 (d) XY (ÓÝRoÃ… aÝp…ì) ®Üûæ 
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 Explain the following charts in spreadsheet : 

 (a) Bar chart 

 (b) Column chart 

 (c) Area chart 

 (d) XY ( scatter ) chart 

A¥ÜÊÝ /OR 

 ËñÜÄñÜÖÝÙæ¿áÈÉ D PæÙÜX®Ü ËàûÜOæWÜÙÜ®Üá° ËÊÜÄÔ  

 (a) ÓÝÊÜÞ®ÜÂ ËàûÜOæ 

 (b) ¶ÜâÇ… Ôðà®… ËàûÜOæ 

 (c) ±æàh… ÇæàLp… 

 (d) ±æàh… ¸æÅàP… ²ÅÊÜäÂ 

 Explain the following views in spreadsheet : 

 (a) Normal view 

 (b) Full screen view 

 (c) Page layout 

 (d) Page break preview 

28. Óæøv… Îàp…®ÜÈÉ ¨ÜñÝ¤íÍÜÊÜ®Üá° ÖæàWæ ÖÜíbPæãÙÜÛÇÝWÜáñÜ¤¨æ   ËÊÜÄÔ. 

 Explain how the worksheet data is shared in a spreadsheet 
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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 passive voice of the given sentence : 
 "Ravi had to revise the document" 

(A) Ravi had to revised tin the document 
(B) Ravi has to revised in the document 
(C) The document was revised by Ravi 

(D) The document had to be revised by Ravi 
30. The pronoun in the following is 

(A) himself (B) be 
(C) do (D) like 

31. The simple past tense among the following sentences is : 
(A) It were beautiful summer day  
(B) It was a beautiful summer day 
(C) It is a beautiful summer day  
(D) It had beautiful summer day 

II. Fill in the blank with suitable word given in the brackets : 1  1 = 1 
32. I went to see her .............. she wasn't at home. ( and, but ) 

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

 (a) Intersection 

 (b) Fork 

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

34. Fill in the blanks with the appropriate word given in the brackets. 
 (i) I'm very excited about meeting my friend today ............. Dilli 

Haat in the evening at 4. ( on, at ) 
 (ii) My friend stays in INA colony near Dilli Haat, whereas my 

house is quite far ................. it. ( across, from ) 
 (iii) The hot momos served there are so tasty I can't wait ........... 

eat them ! ( for, to )  
 (iv) I must hurry up and get ................. it or my plans for a great 

evening will be spoilt. ( onto, in ) 

OR 

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

(i) Nishi : ....................... I come in, Ma'am ? ( May, Might )   

(ii) Interviewer : It is Nishi, ............... ? ( is it, isn't it ) 

(iii) Interviewer : ............... salary are you expecting ? 

   ( What, How much ) 

(iv) That is reasonable ............. will you be join ? ( when, where ) 
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