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YT (371 1 ETTYd qIgT |
54 Y99 4 31 @USI 24 T € . WIS & R GUSH |
QU & 1 TGS TR & I3 € STellh VS & H [49T T THR & I & |

foU T (6 + 18) = 24 I § © IHIGaR Pl 3 HS & Hreled (fUFan) g §
(6+11)=1795FHIWaTE |

Tt a1y @ve & Goft 31 bt Tet 59 8 P 1 JATG 1637 ST <01RT |

GUS & : TS TR % T (30 3HF) :

(@) SATUEH 6I578 |

(b) I3 TRNICHF HFT a1 8 |

(c) TaQ T 7a9Tl o STFER HIforg |

(d) I T3/ 9177 % G TE12d 37ehl T Sooid 1HT T2 |
TUE & : [T TR & T (30 3F) -

(@) ETUSH I8THE |

(b) IHIGAR F 11 997 8 |

(c) TaQ T 7a91l o STFER HIforg |

(d) I T3/ 9177 % G SATE12T 37ehl T Sooid 1HT T 2 |

wWIE ®
(TEIS TR & T9) (30 37%F)

TSR 1Tt T 4T T 6 ot 8 9 foheelf 4 o S i | 4x1=4
(i)  HfshT 1G0T (active listening) FT R ?

(i)  YTHTIS SAfhed IR (Paranoid Personality disorder) 3T ¥4 ShifSTT |

(i) O (Cell) FTR ?

(iv) U TSI | TRT (text) I FSTATST A o oI ke T (Shorteut key)
T |

(v)  TIIE-3T (Start-up) FTR ?
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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.

) 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. 4x1=4

(1) What is active listening ?

(1)  Explain Paranoid Personality disorder.

(i)  What is Cell ?

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

(v)  What is a Startup ?
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(vi) EHT % S 9 B T § | Ik U S5 I HUS U & ST 37T I forw B U
Q| EHT T 3 I FAST BT HT HEAT AT 2
(A) TS % fEoal i Sep ST =R
(B)  STT ST MY
(C) 3T TANT hLd T&HT AT Wl & of g B &l
(D) 372 M L AT AT AT I A 7T o =TTy

2. Teuww 7y g @ Rl 5 o I AN | 5x1=5

(1) SRR CID ) (D.O.letters) T 3fd o T Hee| (complimentary
close) &9 T JANT fohaT ST 2 |

(i) QT T AT ATST ST&T Tdsh FUTH Y qgell dfeh & e o Aifsi & amd
TS5 7 WERUIaE |

(1i1) IESELREICITS (Business Correspondence) T Y T G & 2

(iv) U H “HEIQT (Dear Sir)’ ITeaT sl FET AR |

(V) Wﬁ%@%@aps sign) T AT iU frarSmar g |

(vi) IR & (Lower Case) & foTu fore ﬁi’jﬁ_m"‘?: Tehd (Manuscript sign) T
TR TRt ST R 2

(vii) ‘SP’ Hahd (sign) T TE FHIT |

3. TRuww 7ywid o e 6 & s difsme | 6x1=6
(1) @F’HHSTQEBW{&’ (group of cells) 2|
(i) O (Cell) FarfRIHITH ST g

(iii) I STEA (comparison operators) 3T ESAURISICRIERY
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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.

(1)

(ii)

(iii)

(iv)

(v)

(vi)

(vii)

Caps sign is used in manuscript for

complimentary close is used in D.O. letters.

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

What do you understand by Business Correspondence ?

The words ‘Dear Sir’ in a letter are called

Which manuscript sign is used for Lower Case ?

Explain the sign ‘SP’.

3.  Answer any 6 out of the given 7 questions.

(i)
(ii)

(iii)

341/S

A is a group of cells.

is provided in the right corner of the cell.

Give another name for comparison operators.

Page 5

Sx1=5

Name the paragraph where the beginning of the first line of each paragraph

6x1=6
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(iv) O (Cell) H BT I Ut Tohd (sign) o TTY T ST 2 |

(v) U8 (Page) % horizontal orientation FETAETE |

(vi)  @E-AT cell address AfTE (valid) ® — B12 AT 12B ? hictq Z TR U €@&1 35
A T USH (address of a cell) FT BT 2

(vii)  Slide Sorter view I THITEY |

4. TRumw e vwiH @ fHE 5 FIm AT 5x1=5

(i)  aff TomEer (Slides) ¥ JHITSE 3BT (Background image) ST 3T Teh
U U (Uniform appearance) Y IR FHL Tl & 2

(i) 8 TS (Slides) STied & forw fohm w1dahe &1 (Shortcut key) 3T TANT foraT
ST 8 2

(iii)  Slide Transition 3 afeaTsT 1T |

(iv) & 55 ol &1 A AR (Categories) fifa |

(v)  “Yahoo” kT ‘Tﬁ &Y (full form) fafaw |

(vi) @9 $SH (Search Engine) #IT & 2

5. feuwu 6y H @ gl 5 H s AT 5x1=5
()  ‘HTTP’ 3rsg & foear @ feflay |

(i) 9 (E-mail) § ‘BCC’ AT TR ?

(iii) &+t saved messages Hieel H U BId ¢ |

(iv)  Compose Window & dfeH (bottom) ) Paperclip icon £l
gefda (refer) FATR |

(v)  aft =T AT (unwanted mails) STIH-3TTT ey Hlest d
S & ST 8 |

(vi) 3 SHT Ofad WETget (E-mail service providers) o ATH feTfgu |
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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. Sx1=5

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

(1))  Which shortcut key is used for adding new slides ?
(ii1))  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. Sx1=5

(1) Expand the term ‘HTTP’.
(11)  What is “BCC” option in E-mail ?

(i)  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. Teuw 6 T H @ forgl 5 o I AN | 5x1=5

() I TR T AREE |

(i) =l 31 4 a=RA (Antiviruses) % T fofau |

(i) 39 9TRIE T 9] FA13¢ ST Tk malicious 3R self-replicating program & St
IEEIRIECIRE R (Human assistance) %qg 2o o el HhaT ® |

(iv) M 31T |ied § foh 310 et § I ¢ a1 36 THE H1 8 Hi & g
TEAT SheH T BT 2

(v)  9RRE (VIRUS) 31 901 &9 (full form) 2

(vi) IRRA Y ‘Replicate’ I16€ ¥ AT FIT THA & 2

ECLERC)
(FreTroter Teh & u9) (30 37R)

TSTTR 19T W 13T 7T 5 991 7 G fhg1 3 3 S ST | Jedah 99 T I/ 20 — 30

yreel 4 difsra | 3x2=6

7. HER % 4 ad (Elements of Communication) FITE ?

8. T (Stress) oh! aRedTsT ST | qTer Bt i s & R alin € 9
9. U WeIie ¥ fohay YRR & ST (Data) 3T U1 &l ST Hehel 1 © 2

10. T Ehet gt o 107 ferfla |

11. %D W i ad15g (S8 g a1 814 a1t STARIY (waste) shi T 5T #ehel § |
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6.  Answer any 5 out of the given 6 questions. SxI=5

(1) Computer virus is a/an virus.

(i)  Name any two Antiviruses.

(i11))  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. 3x2=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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1eU 71T 5 9991 7 G faheet 3 % 3 20 — 30 37541 (Ied) T o | 3x2=6
12.  Semi-block style 3T TE hIfSTT |

13.  SeTew dfed ﬁﬂﬁ'%‘%’ (Manuscript) 3T 9feITsT €1 |
14. O (Cell) 3R TFRF (Active Cell) H FIT A<= ?
15. UleREEe El“v_glfﬁw (PowerPoint Presentation) FI TR H & /O (steps) Ea)

HHHATRT |
16. 379k e i BTS Fowen H TRRE AT 1 Hord 7T qlien F1 2 ?
feu 7T 3 391 4 @ fahel 2 & 3T 30 — 50 31881 (4 T &ford | 2x3=6

17. ST =RO0 (steps) I e Hifsre S8 v e (Excel Sheet) 7 farfsre T a1 wem
(Specific row or column) 3T SHIST AT SIS foraT ST ERaT 2 |

18.  UleRWETEe HQWUT (PowerPoint Presentation) I[& T o =0T ol fARaT |
19. 3-8 (E-mail) 8 &S (Compose) fRAT ST 2

eU 7T 5 J91 § B fabel 3 & 3T 50 — 80 I15a1 (e T &iford | 3x4=12
20. FHEE O (Office Memorandum) T & ? AT J199 31 Hecdqul forRIsg
fafan |

21. U (Excel) ¥ fohae Ter o STET o1 TN fohat STIaT & 2 T8 ShifSTq |
22. THfaRad ox wierm fewft fafag

(a) 3-%H (E-Commerce)

(b) 3-fersM@ (E-Business)

23. ‘;IF@?ﬂ—m'TUT (Presentation) ¥ fordlt TR ditad (textbox) I e (add) 3R Hd (move)
A o feru forer <ot sk s femam ST @ 2

24.  FFIL IR (Computer Virus) T S IR (Biological Virus) o sf< &1 3{a

27
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Answer any 3 out of the given 5 questions in 20 — 30 words each. 3x2=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. 2x3=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. 3x4=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 ?
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