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gm_mÝ` {ZX}e :  

(i) कृपया न���श� को � या�प�ू�क पन�ए ।   
(ii) इस �� �-प� म� दो ख� ड� म� 24 �� � �� � ख�डक और ख�डख ।   

(iii) ख�डक म� �� तनु�� � �कार क�  �� � �� ब�नक ख�डख म� न�षयपरक �कार क�  �� � �� ।   

(iv) न�ए गए (6 + 18) = 24 �� �� म� स� � म���ार को 3 घटं� क�  आ�ंनटत (अन�कतम) समय म�  
(6 + 11) = 17 �� �� क�  �र ���� �� ।  

(v) नकस� न�श�ष ख� ड क�  सी� �� �� को स�� �म म� कर�� का �यास नकया बा�ा िान�ए ।  

(vi) ख�डक : �� तनु�� � �कार क�  �� � (30 अकं) �    

 (a) इस ख� ड म� 6 �� � �� ।   

 (b) कोई �कारा� मक अकं� ��� �� ।  

 (c) न�ए गए न���श� क�  अ�सुार क�नबए ।  

 (d) �� य�क �� � / ीाग क�  साम�� आ�ंनटत अकं� का � ल�ख नकया गया �� ।  
(vii) ख�डख : न�षयपरक �कार क�  �� � (30 अकं) �    

 (a) इस ख� ड म� 18 �� � �� ।    

 (b) � म���ार को 11 �� � कर�� �� ।  

 (c) न�ए गए न���श� क�  अ�सुार क�नबए ।  

 (d) �� य�क �� � / ीाग क�  साम�� आ�ंनटत अकं� का � ल�ख नकया गया �� ।   

ख�ड क  $ 

     (व�तुनि� �कार के �� ि)   (30 अंक) 

1. रो�गार कौशल पर द�ए गए 6 �� न� �� �� दक��� 4 क�  उ�र �ीद�ए ।   4´1=4 

(i) �द�य �वण (active listening) �या � ै?  

(ii) पैरानॉयड �यद��व दवकार (Paranoid Personality disorder) को �प� क�द�ए । 

(iii) ��ल (Cell) �या � ै? 

(iv) एक ���डशीट �� ट���ट (text) को अडंरलाइन करन� क�  दलए शाट�कट क� (Shortcut key) 

दलदिए ।   

(v) �टाट�-अप (Start-up) �या � ै? 
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General Instructions : 
(i) Please read the instructions carefully. 

(ii) This question paper consists of 24 questions in two Sections : Section A and 
Section B.  

(iii) Section A has Objective type questions whereas Section B contains Subjective 
type questions.  

(iv) Out of the given (6 + 18) = 24 questions, a candidate has to answer  
(6 + 11) = 17 questions in the allotted (maximum) time of 3 hours.  

(v) All questions of a particular section must be attempted in the correct order. 
(vi) Section A  : Objective Type Questions (30 marks) :  

(a) This section has 6 questions.  
(b) There is no negative marking.  
(c) Do as per the instructions given.  
(d) Marks allotted are mentioned against each question/part.  

(vii) Section B : Subjective Type Questions (30 marks) :  
(a) This section has 18 questions.  
(b) A candidate has to do 11 questions.  
(c) Do as per the instructions given.  
(d) Marks allotted are mentioned against each question/part.  

 

SECTION A 

                                                       (Objective Type Questions)                        (30 Marks) 

1. Answer any 4 out of the given 6 questions on Employability Skills.   4´1=4 

(i) What is active listening ?   

(ii) Explain Paranoid Personality disorder. 

(iii) What is Cell ? 

(iv) Write the shortcut key to underline text in a spreadsheet. 

(v) What is a Startup ? 
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 (vi) �ी�ा क�  ब�च� ब�� �ो गए �� । उनक�  पा� ब��त �ार� कप�� ऐ�� �� �ो अब उनक�  दलए छोट� प� 

गए �� । �ी�ा को उन परुान� कप�� का �या करना चाद�ए ? 
 (A) कबा� क�  दड�ब� �� फ� क ��ना चाद�ए 
 (B) �ला ��ना चाद�ए 
 (C) उनका �योग करत� र�ना चाद�ए भल� �ी व� ब��त छोट� �� 
 (D) उ��� �ान कर ��ना चाद�ए या उन�� थैल� बना ल�न� चाद�ए 

2. द�ए गए 7 �� न� �� �� दक��� 5 क�  उ�र �ीद�ए ।   5´1=5 

(i) अ��-शा�क�य प� (D.O.letters) �� अतं �� ���ान�चूक �ंबो�न (complimentary 

close) क�  �प �� ____________ का �योग दकया �ाता �ै ।  

(ii) पैरा�ाफ का ना� बताइए ��ा� ��य�क पैरा�ाफ क� प�ली पंद� क�  आरंभ �� �ाद��न क�  बाए� 

तरफ 5 �� 7 �प�� द�ए �ात� �� । 

(iii) दब�न�� प�ाचार (Business Correspondence) �� आप �या ��झत� �� ? 

(iv) प� �� ‘��ो�य (Dear Sir)’ श��� को ____________ क�ा �ाता �ै । 

(v) ��ैयदु���ट �� कै�� �ंक� त (Caps sign) का �योग ___________ क�  दलए दकया �ाता �ै । 

(vi) लोअर क� � (Lower Case) क�  दलए दक� ��ैयदु���ट �ंक� त (Manuscript sign) का 

�योग दकया �ाता �ै ? 

(vii) ‘SP’ �ंक� त (sign) को �प� क�द�ए ।  

3. द�ए गए 7 �� न� �� �� दक��� 6 क�  उ�र �ीद�ए ।   6´1=6 

(i) _______________ ���� का एक ���ू (group of cells) �ै । 

(ii) ��ल (Cell) क�  �ाद�न� कोन� �� _______________ द�या �ाता �ै । 

(iii) द�लान आपर�टर� (comparison operators) का ��ूरा ना� बताइए । 
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(vi) Seema’s children have grown up. They have a lot of clothes that are too 
small for them now. What should Seema do with these old clothes ? 

 (A) Throw them in the trash can 

 (B) Burn them 

 (C) Keep using them even though they are too small 

 (D) Donate them or make bags out of them 

2. Answer any 5 out of the given 7 questions.  5´1=5 

(i) ___________ complimentary close is used in D.O. letters.  

(ii) Name the paragraph where the beginning of the first line of each paragraph 

gives 5 to 7 spaces in the left side of the margin. 

(iii) What do you understand by Business Correspondence ?  

(iv) The words ‘Dear Sir’ in a letter are called ______________ .  

(v) Caps sign is used in manuscript for ________________ . 

(vi) Which manuscript sign is used for Lower Case ? 

(vii) Explain the sign ‘SP’. 

3. Answer any 6 out of the given 7 questions.  6´1=6 

(i) A _____________ is a group of cells. 

(ii) ___________ is provided in the right corner of the cell. 

(iii) Give another name for comparison operators. 
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(iv) ��ल (Cell) �� फॉ�ू�ला क� ए�ंी ______________ �ंक� त (sign) क�  �ाथ क� �ाती �ै ।  

(v) प�ृ (Page) क�  horizontal orientation को ______________ क�ा �ाता �ै । 

(vi) कौन-�ा cell address वदैलड (valid) �ै - B12 या 12B ? कॉल� Z और रो �ं�या 35 �� 
��ल का ए��� (address of a cell) �या �ोगा ? 

(vii) Slide Sorter view को ��झाइए ।  

4. द�ए गए 6 �� न� �� �� दक��� 5 क�  उ�र �ीद�ए ।   5´1=5 

(i) �भी �लाइड� (Slides) �� बैक�ाउंड इ��� (Background image) �ो�कर आप एक 

��ान उपद�थदत (Uniform appearance) कै�� तैयार कर �कत� �� ? 

(ii) नई �लाइड� (Slides) �ो�न� क�  दलए दक� शाट�कट क� (Shortcut key) का �योग दकया 
�ाता �ै ? 

(iii) Slide Transition क� प�रभाषा �ीद�ए ।   

(iv) �च� इ�ंन क� �ो �लू ��दणया� (Categories) दलदिए । 

(v) “Yahoo” का पणू� �प (full form) दलदिए ।  

(vi) �च� इ�ंन (Search Engine) �या �ै ?  

5. द�ए गए 6 �� न� �� �� दक��� 5 क�  उ�र �ीद�ए ।   5´1=5 

(i) ‘HTTP’ श�� को दव�तार �� दलदिए । 

(ii) ई��ल (E-mail) �� ‘BCC’ आ�शन �या �ै ? 

(iii) �भी saved messages _______________ �ो�डर �� उपल�� �ोत� �� । 

(iv) Compose Window क�  बॉट� (bottom) �� Paperclip icon _____________ को 
�ं�दभ�त (refer) करता �ै । 

(v) �भी अनचा�ी ��ल (unwanted mails) अपन�-आप �ी�� _______________ �ो�डर �� 
�ां�फर �ो �ाती �� । 

(vi) �ो ई��ल �दव�� �ोवाइडर (E-mail service providers) क�  ना� दलदिए । 
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(iv) Formulas are to be entered in cell with an _______________ sign.  

(v) The horizontal orientation of page is called _____________ .   

(vi) Which cell address is valid - B12 or 12B ? What will be the address of a cell 
at column Z and row number 35 ?   

(vii) Explain Slide Sorter view. 

4. Answer any 5 out of the given 6 questions.  5´1=5 

(i) How can you create a uniform appearance by adding a background image to 
all slides ?  

(ii) Which shortcut key is used for adding new slides ?  

(iii) Define Slide Transition. 

(iv) Write any two basic categories of Search Engine.  

(v) Write the full form of “Yahoo”. 

(vi) What is Search Engine ? 

5. Answer any 5 out of the given 6 questions.  5´1=5 

(i) Expand the term ‘HTTP’. 

(ii) What is “BCC” option in E-mail ? 

(iii) All saved messages are available in the ____________ folder.  

(iv) Paperclip icon at the bottom of the Compose window refers to __________ . 

(v) All unwanted mails are automatically transferred directly to _____________ 
folders.  

(vi) Write names of two E-mail service providers. 
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6. द�ए गए 6 �� न� �� �� दक��� 5 क�  उ�र �ीद�ए ।   5´1=5 

(i) क��यटूर वायर� एक ______________ वायर� �ै । 

(ii) दक��� �ो एटंी वायर� (Antiviruses) क�  ना� दलदिए । 

(iii) उ� वायर� का ना� बताइए �ो एक malicious और self-replicating program �ै �ो 
दबना �ानवीय ��ायता (Human assistance) क�  परू� न�टवक�  �� फैल �कता � ै।  

(iv) यद� आप �ोचत� �� दक आपक�  क��यटूर �� वायर� � ैतो इ� ���या का �ल करन� क�  दलए 
प�ला क�� �या �ोगा ?  

(v) वायर� (VIRUS) का पणू� �प (full form) ______________  �ै ।  

(vi) वायर� �� ‘Replicate’ श�� �� आप �या ��झत� �� ?  

 

ख�ड ख  $ 

     (नवषयपरक �कार के �� ि)   (30 अंक) 

 रो�गार कौशल पर न�ए गए 5 �� �� म� स� नक��� 3 क�  �र ��नबए । ��य�क �� � का �र 20 – 30 

श��� म� ��नबए ।   3´2=6 

7. �ंचार क�  �लू त�व (Elements of Communication)  �या �� ? 

8. तनाव (Stress) क� प�रभाषा �ीद�ए । तनाव को दनयंद�त करन� क�  �या तरीक�  �� ? 

9. एक ���डशीट �� दकतन� �कार क�  ड�टा (Data) क� ए�ंी क� �ा �कती � ै?  

10. एक �फल उ��ी क�  गणु दलदिए ।  

11. कुछ ऐ�� तरीक�  बताइए द�न�� �� पै�ा �ोन� वाल� अपदश� (waste) क� �ा�ा घटा �कत� �� ।   
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6. Answer any 5 out of the given 6 questions.  5´1=5 

(i) Computer virus is a/an______________  virus.  

(ii) Name any two Antiviruses.  

(iii) Name the virus which is a malicious and self-replicating program that can 
spread throughout a network without human assistance. 

(iv) If you think your computer has a virus, what would be the first step in 
solving the problem ? 

(v) The full form of VIRUS is _____________ . 

(vi) What do you understand by the term ‘Replicate’ in Virus ? 

 

SECTION B  

                                                       (Subjective Type Questions)                         (30 Marks) 

Answer any 3 out of the given 5 questions on Employability Skills. Answer each question 

in 20 – 30 words.   3´2=6 

7. What are the elements of communication ?  

8. Define stress. What are the ways to manage stress ? 

9. How many types of Data can be entered in a spreadsheet ? 

10. Write the qualities of a successful entrepreneur.    

11. List some ways by which we can reduce the amount of waste generated. 
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न�ए गए 5 �� �� म� स� नक��� 3 क�  �र 20 – 30 श��� (��य�क) म� ��नबए ।   3´2=6 

12. Semi-block style को �प� क�द�ए ।  

13. उ�ा�रण �द�त ��ैयदु���ट (Manuscript) क� प�रभाषा �ीद�ए ।   

14. ��ल (Cell) और एद�टव (Active Cell) �� �या अ�तर �ै ?  

15. पावर�वॉइटं ��ततुीकरण (PowerPoint Presentation) को तैयार करन� क�  चरण� (steps) को 

��झाइए । 

16. आपक�  क��यटूर क� �ाड� दड�क �� वायर� आन� का �ब�� आ� तरीका �या � ै?  

न�ए गए 3 �� �� म� स� नक��� 2 क�  �र 30 – 50 श��� (��य�क) म� ��नबए ।   2´3=6 

17. उन चरण� (steps)  क� �या�या क�द�ए द�न�� ए���ल शीट (Excel Sheet) �� दवदश� रो या कॉल� 

(Specific row or column) को ��� या अन��� दकया �ा �कता �ै ।   

18. पावर�वॉइटं ��ततुीकरण (PowerPoint Presentation) श�ु करन� क�  चरण� को दलदिए ।  

19. ई-��ल (E-mail) कै�� क�पो� (Compose) दकया �ाता �ै ?  

न�ए गए 5 �� �� म� स� नक��� 3 क�  �र 50 – 80 श��� (��य�क) म� ��नबए ।   3´4=12 

20. काया�लय �ापन (Office Memorandum) �या �ै ? काया�लय �ापन क� ���वपणू� दवश�षताए� 

दलदिए ।  

21. ए���ल (Excel) �� दकतन� �कार क�  चाट� का �योग दकया �ाता �ै ? �प� क�द�ए । 

22.  दन�नदलदित पर �ंद�� दट�पणी दलदिए : 

(a) ई-कॉ��� (E-Commerce) 

(b) ई-दब�न�� (E-Business) 

23. ��ततुीकरण (Presentation) �� दक�ी ट���ट बॉ�� (textbox) को �ो�न� (add) और �वू (move) 

करन� क�  दलए दकन चरण� का �योग दकया �ाता � ै?  

24. क��यटूर वायर� (Computer Virus) तथा �ैदवक वायर� (Biological Virus) क�  बीच �या अतंर 
� ै? 
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Answer any 3 out of the given 5 questions in 20 – 30 words each.  3´2=6 

12. Explain Semi-block style. 

13. Define Manuscript with examples. 

14. What is the difference between Cell and Active Cell ?  

15. Explain the steps to create a PowerPoint Presentation.  

16. What is the most common way to get a virus in your computer’s hard disk ? 

Answer any 2 out of the given 3 questions in 30 – 50 words each.  2´3=6 

17. Explain the steps to freeze or unfreeze a specific row or column in your Excel 
sheet.   

18. Write the steps for starting a PowerPoint Presentation ? 

19. How is an E-mail composed ? 
 
Answer any 3 out of the given 5 questions in 50 – 80 words each.  3´4=12 

20. What is office memorandum ? Write the important features of an office  
memorandum. 

21. How many types of charts are used in Excel ? Explain.  

22. Write short notes on the following :  
(a) E-Commerce 

(b) E-Business 

23. State the steps used for adding and moving a textbox in the presentation. 

24. What is the difference between Computer virus versus Biological virus ? 


