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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. Qà¸æãàv…ì A¥ÜÊÝ ÊÜåèÓ… ŸÙÜÓÜÆá PÜÐÜrÊÝWÜáÊÜ g®ÜÄWæ ÓÜÖÝ¿á ÊÜÞvÜÆá 

Ë®ÝÂÓÜWæãÚÓÜÇÝ¨Ü QàÈWÜÙÜá 

(A) ÊÜåèÓ… QàÈWÜÙÜá (B) pÝWÜÇ… QàÈWÜÙÜá 

(C) ÔàÄ¿áÇ… QàÈWÜÙÜá (D) µÆrÃ… QàÈWÜÙÜá 

 The keys which are designed to assist the people who have 

difficulty in using a keyboard or mouse are   

(A) Mouse keys (B) Toggle keys 

(C) Serial keys (D) Filter keys 

2. ñÜí£ AíñÜhÝìÆ ÓÜí±ÜPÜìPæR Jí¨Üá E¨ÝÖÜÃÜOæ 

(A) w.GÓ….GÇ…. (B) 3i 

(C) Êæç&ÊÜÞÂP…Õ (D) Êæç&¶æç 

 An example for wired connectivity is  

(A) D.S.L. (B) 3G 

(C) WI-MAX (D) WI-FI 
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3. C®ÜÕp…ì ±Üqr¿áÈÉ ÔíŸÇ…  BÁáR¿áá Æ»ÜÂËÃÜáÊÜ WÜáí±Üâ

(A) ÔíŸÇ…Õ (B) pæP…Õ r 

(C) pæàŸÇ… (D) CÆÉÓæóàÐÜ®… 

 Symbol option is available under Insert tab of the group 

(A) Symbols (B) Text 

(C) Table (D) Illustration 

4. ¯ÃÜíñÜÃÜ ±ÜsÜÂÊÜ®Üá° Jí¨Üá A¥ÜÊÝ Öæbc®Ü ÊÝPÜÂWÜÙÝX Ë»ÜiÓÜÆá ÓÜÖÝ¿áPÜÊÝ¨Ü 

BÁáR 

(A) ±ÝÂÃÜWÝÅ¶… (B) Óær„Ç… 

(C) pæí±æÉàp… (D) ÖævÜÃ… 

 The option that is helpful in breaking the continuous text into 

one or more sentences is 

(A) Paragraph (B) Style 

(C) Template (D) Header 

5. ±Üâo¨Ü ÊæáàÇÝ½WÜPæR ÓæàÄÓÜÆ³vÜáÊÜ ÖÝWÜã ¨ÜÓÝ¤Êæài®Ü GÇÝÉ ±ÜâoWÜÙÜÆãÉ 

±Üâ®ÜÃÝÊÜ£ìñÜÊÝWÜŸÖÜá¨Ý¨Ü ±ÜsÜÂ A¥ÜÊÝ bñÜÅÊÜâ 

(A) ¶ÜäoÃ… (B) ÖævÜÃ… 

(C) ®æp…ÊÜP…ì (D) ¶ÝÊÜÞÂìp… 

 The text or image included at the top of the page which repeats in 

all pages of the document is  

(A) Footer (B) Header 

(C) Network (D) Format 
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6. BpæãàÓÜÊÜå… BÁáR¿áá Æ»ÜÂËÃÜáÊÜ pÝÂ¸… 

(A) ÊÜäÂ (B) ÄÊÜäÂ 

(C) C®ÜÕp…ì (D) ÖæãàÊÜå… 

 Autosum option is available under the tab 

(A) View (B) Review 

(C) Insert (D) Home 

7. PÝ¿áì±ÜâÓÜ¤PÜ¨Ü Jí¨Üá ±ÜÅ¨æàÍÜÊÜ®Üá° ËàüÓÜÆá E±ÜÁãàXÓÜáÊÜ ÊÜäÂ 

(A) ±æàh… ÇæàLp… ÊÜäÂ (B) ±æàh… ¸æÅàP… ²ÅàÊÜäÂ 

(C) PÜÓÜrí ÊÜäÂ (D) ¶ÜâÇ… Ôðà®… ÊÜäÂ 

 The view that is used to see the selected area of a workbook is 

(A) Page layout view (B) Page break preview 

(C) Custom view (D) Full screen view 

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. WAP ®Ü ËÓÜõñÜ ÃÜã±Ü .......................... . 

 Expanded form of WAP is ............... . 

9. WÜãWÜÇ… pÝP… GíŸá¨Üá .......................... B«ÝÄñÜ C®…ÕÓÜríp… ÊæáÓæàiíW… 

ÓÝ¶…rÊæàÃ…. 

 Google talk is a .................... based instant messaging software. 
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10. C®ÜÕp…ì Óæràp…Êæáíp…  væàpÝ¸æàÓ…Wæ ÖæãÓÜ ÊÜÞ×£¿á®Üá° ÓæàÄÓÜáÊÜâ¨Üá  

ÓæÇ æP…r Óæràp…Êæáíp…  ………………… . 

 INSERT Statement : Insertion of new information into the   

database :: SELECT Statement : .................... . 

III. 11. A-±Üqr¿áÈÉ pÝÂ¸…®Ü BÁáRWÜÙÜ®Üá° ÊÜáñÜá¤ B-±Üqr¿áÈÉ AÊÜâWÜÙÜ pÝÂ¸…WÜÙÜ®Üá° 

¯àvÜÇÝX¨æ. AÊÜâWÜÙÜ®Üá°  Öæãí©Ô EñÜ¤ÃÜWÜÙÜ®Üá° PÜÅÊÜÞûÜÃÜ¨æãvÜ®æ ŸÃæÀáÄ  

   4 × 1 = 4 

  Options of tabs are given in Column-A and their tabs are given 

in Column-B. Match them and write answer along with 

alphabet :  

A-±Üqr 
Column-A 

B-±Üqr 
Column-B 

i) aÝp…ì

Chart 

a) ¶ÝÊÜÞìp… pÝÂ¸… 

Format tab 

ii) ±æàh… ÇæàLp… 

Page layout 

b) vÝpÝ pÝÂ¸… 

Data tab  

iii) ÓÝp…ì 

Sort 

c) ÖæãàÊÜå… pÝÂ¸… 

Home tab 

iv) BpæãàÓÜÊÜå… 

Autosum 

d) ÖæÇ…³ pÝÂ¸… 

Help tab 

 
e) ÊÜäÂ pÝÂ¸… 

View tab 

 
f) C®ÜÕp…ì pÝÂ¸… 

Insert tab 

 
g) ÄÊÜäÂ pÝÂ¸… 

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

 Answer the following questions : 

12. ²-2-² hÝÆ (Peer-2-Peer) ÊÜ®Üá° ÊÝÂTÝÂ¯Ô. 

 Define the term Peer-2-Peer ( P-2-P) network. 

13. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ Óæ®ær®…Õ PæàÓ… BÁáR¿á PÝ¿áìÊÜ®Üá° ŸÃæÀáÄ. 

 Write the function of sentence case option in word document. 

14. C®…Õp…ì pÝÂ¸…®ÜÈÉ Æ»ÜÂËÃÜáÊÜ QÉ±…Bp…ì BÁáR ¨æãÃæ¿ááÊÜ WÜáí±Ü®Üá° 

ÖæÓÜÄÔ. 

 Name the group in which the clip art option is available in insert 

tab.  

15. ËñÜÄñÜÖÝÙæ¿áÈÉ PÜíwàÐÜ®ÜÇ… ¶ÝÊÜÞìqíW…®Ü E±ÜÁãàWÜÊÜ®Üá° £ÚÔ. 

 Mention the use of conditional formatting in spreadsheet.  

16. ËñÜÄñÜÖÝÙæ¿áÈÉ µÆrÃ… BÁáR¿á E±ÜÁãàWÜÊÜ®Üá° £ÚÔ. 

 Mention the use of filter option in spreadsheet. 

17. ËñÜÄñÜÖÝÙæ¿áÈÉ ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá ±æàh… ÇæàLp… BÁáRWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write any two page layout options in the spreadsheet. 

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

 Answer the following questions : 

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

 Write the steps to insert objects in word document. 

A¥ÜÊÝ /OR 
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 ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ PæÙÜX®Ü BÁáRWÜÙÜ E±ÜÁãàWÜÊÜ®Üá° £ÚÔ. 

 (a) ¶Ýíp… ¶æàÓ… (b) ÓÜ¸…Ôð±…r 

 Mention the use of the following options in word processor : 

 (a) Font face (b) Subscript 

19. ËñÜÄñÜÖÝÙæ¿áÈÉ ÊÜáÈr±ÜÇ… ±æäÅàWÝÅÊÜå… ËívæãàWÜÙÜ®Üá° ÖæàWæ hæãàwÓÜŸÖÜá¨Üá  

 How to arrange the multiple program windows in a spreadsheet ? 

20. wioÇ… ±ÜÅÓÜá¤£ ñÜíñÝÅíÍÜ¨ÜÈÉ, A¯ÊæáàÍÜ®… BÁáR¿á ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá 

PÝ¿áìWÜÙÜ®Üá° £ÚÔ. 

 Mention any two functions of animation option in digital 

presentation software. 

21. C&ÊæáàÇ… ÊæáÓæàiíW… ÓÝ¶…rÊæàÃ…®ÜÈÉ A±ÝÀáíp…Êæáío®Üá° ¯WÜ©±ÜwÓÜáÊÜ 

GÃÜvÜá Ë«Ý®ÜWÜÙÜ®Üá° ±Üqr ÊÜÞw.  

 List the two ways to schedule an appointment in e-mail 

messaging software. 

A¥ÜÊÝ /OR 

 ÓÜÊÜá¿á ¯ÊÜìÖÜOæ ñÜíñÝÅíÍÜ¨Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR Ë»ÝWÜWÜÙÜ®Üá° £ÚÔ. 

 Mention any four categories in the time management software.  

22. væàpÝ¸æàÓ…®ÜÈÉ®Ü PæÙÜX®Ü Óæràp…Êæáíp…WÜÙÜ PÝ¿áìWÜÙÜ®Üá° ŸÃæÀáÄ  

 (a) wÈàp… ( DELETE ) 

 (b) A±…væàp… ( UPDATE ) 

 Write the functions of the following statements in database : 

 (a) DELETE 

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

 Answer the following questions : 

23. ±Ü¨ÜÓÜíÓÜRÃÜOæ¿áÈÉ Óæ³ÐÜÇ… PÝÂÃÜPÜrÃ…WÜÙÜ®Üá° ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain the steps to insert the special characters in word 

processor. 

24. ±ÜÅÓÜá¤£ ñÜíñÝÅíÍÜ¨ÜÈÉ pæçoÇ… Aív… PÜípæíp… ÇæàLp… pÝÂ¸… A®Üá° ŸÙÜÔ 

ÊÜáãË QÉ±… A®Üá° ÓæàÄÓÜáÊÜ Ë«Ý®ÜÊÜ®Üá° ŸÃæÀáÄ. 

 Write the procedure to insert a movie clip using title and content 

layout option in presentation software. 

A¥ÜÊÝ /OR 

 ±ÜÅÓÜá¤£ ñÜíñÝÅíÍÜ¨ÜÈÉ pÝÅ¯ÕÐÜ®…ÕWÜÙÜ ±ÝÅÊÜááSÂñæ¿á®Üá° ŸÃ æÀáÄ. 

 Mention the importance of transitions in presentation software. 

25. C&ÊæáàÇ… ÊæáÓæàiíW… ÓÝ¶…rÊæàÃ…®ÜÈÉ A±ÝÀáíp…Êæáíp… A®Üá° ¯WÜ©±ÜwÓÜáÊÜ 

ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to schedule an appointment using e-mail 

messaging software.  

26. væàpÝ¸æàÓ…®ÜÈÉ PæÙÜX®ÜÊÜâWÜÙÜ®Üá° ÓÜíü±Ü¤ÊÝX ËÊÜÄÔ  

 a) ®ÜãÂÊæáÄP… væàpÝ pæç±… 

 b) ¸æç®ÜÄ væàpÝ pæç±… 

 c) væàp… Aív… pæçÊÜå… væàpÝ pæç±… 
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 Explain briefly the following in database : 

 a) Numeric data type 

 b) Binary data type 

 c) Date and time data type 

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

 Answer the following questions : 

27. ËñÜÄñÜÖÝÙæ¿áÈÉ aÝp…ìÕWÜÙÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR Ë«ÜWÜÙÜ®Üá° ÊÜáñÜá¤ AÊÜâWÜÙÜ 

PÝ¿áìÊÜ®Üá° £ÚÔ. 

 Mention any four types of charts in spreadsheet and their 

function. 

28. væàpÝ¸æàÓ…Wæ ÓÜíŸí˜Ô¨Üíñæ, D PæÙÜWæ PæãqrÃÜáÊÜ PæÌ„ÄWÜÚWæ ÓÝÊÜÞ®ÜÂ ÓÜãñÜÅÊÜ®Üá° 

ŸÃæ¨Üá, E¨ÝÖÜÃÜOæ Pæãw : 

 (a) QÅÁáàp… 

 (b) A±…væàp… 

 With reference to the database, write the syntax for the following 

queries along with example. 

 (a) CREATE 

 (b) UPDATE 

A¥ÜÊÝ /OR 

 væàpÝ¸æàÓ…Wæ ÓÜíŸí˜Ô¨Üíñæ, PæÙÜX®ÜÊÜâWÜÙÜ®Üá° ÊÝÂTÝÂ¯Ô  

 (a) væàpÝ¸æàÓ… ÓÜÊÜìÃ… 

 (b) µàÇ…x 
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 (c) ÃæPÝv…ì 

 (d) pæàŸÇ… 

 Define the following related to database : 

 (a) Database server 

 (b) Field 

 (c) Record 

 (d) Table 
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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. The article in the following is 

 (A) Next to (B) an 

(C) and (D) at 

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

(A) Fork (B) Intersection 

(C) Signpost (D) Landmark 

31. The correct meaning of the word "prior to" is 

(A) Sample (B) Before 

(C) Training (D) Happiness 

II. Fill in the blank with suitable word : 1  1 = 1 

32. Helping verbs are also known as .................. . 

III. Answer the following question : 1  2 = 2 

33. Write any four points that are to be included in job acceptance 
letter. 

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

34. Fill in the blanks with suitable connectors given in the brackets. 

 (i) I went to see her ............ she wasn't at home. ( and, but ) 

 (ii) It started raining .......... we went out. ( as soon as, because ) 

 (iii) She was not at home .............. we came back. ( so, however )  

 (iv) ............... I had messaged them, they still were not ready on 
time. ( Although, And ) 

OR 

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

i) The jeweller's store is next ............ the bus stop. ( for, to )   

ii) Sheela was waiting for Meena ................  the Sikkim food 
stalls. ( at, on )  

iii) The Sikkim food stall is located ............... the Manipur and 
Rajasthan food stalls. ( across, between )  

iv) In the morning, my friend had given me the directions 
.............. this place over the phone. ( about, to ) 
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