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General Instructions :
(i) Please read the instructions carefully.

(it)  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. 4x1=4
(1) refers to judging the value, quantity, importance and

amount of something or someone.
(A) Evaluating (B) Responding

(C) Remembering D) Receiving

(
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(i) U 0T ore gatl | fe o ST Biel € 37 < A1 gTedrd o o H sgd SAfereh

faraaga o A& o Jafid A & |
A)  Gaw (B)  SITT&shal
(C)  afed@ar (Extraversion) (D)  #ARET IR (Neuroticism)

(iii) T 3MeE (Excel Sheet) § e 31e §cd (Cells) TGS, AIH__ el
ST |

(iv) I TR0 H Tk ik (blank) 78 EQTEE 1 STie o oq ¥iidere i (shorteut
key) 3T a1 feafaw |

(v) AT SRt (IT) Safiat s afeise hifs |

(vi) __ 60 ¥ gl RV TR0 ot S fepelt aftReerfa o el st st Frrdi € |
(A)  FAurfaekar (Decisiveness)
(B) Uesd ik (Initiative)
(C)  3iataafhe #i3eT (Interpersonal skills)
(D)  ATH-HE (Self-doubt)

2. Teue 7 el 7 ¥ o 5 o ST | 5x1=5
(i)  3TI-=MEehT 97 (DO letter) T ANATEH (salutation) % TT T W1eq fAfaT |

(ii) = o RUT Sht et sciiare €IS (fully blocked style) 3T 311 AT fetfag |

(iii) & Tifereert g T TN hE T THadH, SdTeaT O, Jei=Td 3R
TYTIATOT ATET o foTe fFam ST 2 |
(A) T (Memorandum) (B) Mo e (Office Orders)

(C)  Nu=ieh 9 (Formal letter) (D) e fowuf} (Office Note)
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(ii1) People who have difficulty in meeting others and worry too much
about things, show signs of

(A)  Openness (B)  Consciousness

(C) Extraversion (D) Neuroticism
(iii) In Excel Sheet, when a number of cells are selected, it is called

(iv) Write the shortcut key for adding a blank new slide in your

presentation.
(v) Define IT Entrepreneurs.

(vi) is the ability to take charge and act in a situation before
others.

(A)  Decisiveness

(B) Initiative

(C) Interpersonal skills
(D) Self-doubt

2. Answer any 5 out of the given 7 questions. 5x1=5

(1) Write the words used for salutation in a DO letter.

(i1)) Write down the other name of the fully blocked style of typewriting
the letters.

(iii) is/are used by the competent authority for change of

working hours, warning letter, promotions and transfers.
(A) Memorandum (B) Office Orders
(C)  Formal letter (D)  Office Note
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(iv) 9igfafs (Manuscript) # Ctr. %1 379 feifiaq |

(v) Wigfafd (Manuscript) # “In Full” %1 372 o ST 7 Hehd T & 2
(vi) ‘Insert Hyphen’ T Wigfcift #shd (Manuscript sign) i |
(vii) Tigffd (Manuscript) # Caps 1 379 ¥78 #ifSry |

few T 7 yedi § 9 forel 6 o S i | 6x1=6
(i) T Cell § ford T & data AdfdE (enter) forT ST Hhd & 2

(ii) HTEhETH T (Microsoft Excel) T fohg tab W A9 AutoSum button
forerm 2

(A) Format Tab (B)  Clipboard Tab
(C)  Formula Tab (D) Standard Tab
(i) < TC GH (Selected cells) i Tk T H SIS 6 AT for 31og 1 TANT foparm
SITAT & 2
(A) TSI (Adjust) (B) UE(Add)
(C) = &' (Merge cells) (D) T3 (Combine)
(iv) HATRIH T TN Th I (value) H GEL 9= (value) shi el & fIq

fopam STTaT 2 S &t (cell) H uftomdt ST gW I G (True) I1 Teid (False) BT R |

(v) qﬁ'ﬁ‘fﬁ (Formulas) * 1%1? ERA SATed & I 1%11%? I
(vi) SHTaIfheT (AutoFill) g 2

(vii) W@ﬁz"raﬁmﬁaaﬁ?}r (cell contents) W%WWWWW%&T

ST 2 2
(A) Drag and drop (B)  Copy cell
(C)  Freeze panes (D) Edit
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(iv) Write the meaning of Ctr. in manuscript.
(v) What symbolizes the meaning of “In Full” in manuscript ?
(vi) Write the manuscript sign for ‘Insert Hyphen’.

(vii) Explain the meaning of Caps in manuscript.

3. Answer any 6 out of the given 7 questions. 6x1=6
(i) How many types of data can be entered in a cell ?

(i1) In which tab will you find AutoSum button in Microsoft Excel ?
(A) Format Tab (B)  Clipboard Tab
(C)  Formula Tab (D) Standard Tab

(iii) Which term is used to join the selected cells into one cell ?

(A)  Adjust (B) Add
(C)  Merge cells (D) Combine
(iv) operators are used to compare one value to the other and

the resultant answer in the cell is always either True or False.
(v) Name the operators used for formulas.
(vi) What is AutoFill ?

(vii) Which method is used to move the cell contents only a short distance ?
(A) Drag and drop (B)  Copy cell

(C)  Freeze panes D) Edit

(
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4, feuTw 6 I3 H U el 5 o ST AT | 5x1=5

(i) Trfafed & 8 FH-A1 TerwEiE-e & (PowerPoint view) H ¥ T 78T & 2
(A) EEE €I = (Slide Sorter view)
(B)  Si=¥M = (Presentation view)
(C) +Ha =g (Normal view)
(D) *IEe M (Slide Show view)

(ii) ferauft (notes) 37 TAgE &hweH (slide contents) & UST T
(page layout) =l J&f3d AT ® |

(iii) ¥¥MeT (Thumbnail) FTE 2
(iv) Toregi a1 o ort =l ferfa |
(v) 3-%m" (E-commerce) s &1 &F Aot faaRgw |

(vi) FHR (Query) Fd BU S Toh g 3fees aﬁa—s{H (keywords) 2159 foru Sa €,
foher St HTaXeX (Boolean operator) T ST foaT SITAT @ 2

5. QU6 oA H @ R 5 o ST AT | 5x1=5
IEET (option) ferelt 3TC[\Uf R[] (e-mail) O formT 30 O (save)

T H AGS AT S |

(1)

(A) HI TG (Save as draft)
(B) &sie¥ (Inbox)

(C) @< 33T (Sent items)
(D) 39 (Trash)

(i) Toreel 3 3-Iet afdg Tramget (e-mail service provider) & 7 ferflaw |
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4. Answer any 5 out of the given 6 questions. 5x1=5

(i) Which of the following is not one of the PowerPoint views ?
(A)  Slide Sorter view
(B)  Presentation view
(C)  Normal view

(D)  Slide Show view

(i1) displays a page layout of the notes and the slide contents.

(iii) What is a thumbnail ?

(iv) Write any two search engines.

(v) Write any two categories of E-commerce.

(vi) While performing a query, when more than one keyword is typed,
which Boolean operator is used ?

5. Answer any 5 out of the given 6 questions. 5x1=5

1) option helps to save an unfinished e-mail without sending
it.
(A) Save as draft
(B) Inbox
(C)  Sent items

(D) Trash

(ii)) Name any two e-mail service providers.
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(iii) - (E-commerce) T T (subset) © |
(iv) ST (Phrase) @IS H d99-fa4m@ (Syntax) T Adas g iy s &
ATE-ITH [SHICIN
(A)  qof SR (full stop)
(B) foewanfeaeash & (exclamation mark)
(C) fowm 9% (punctuation marks)
(D) 3% 1§ (quotation marks)
(v) 39 (e-mail) ¥ WITh “‘starred’” TIsq i SATEAT fofaw |
(vi) @ft o1difsd Aed (unwanted mails) T&d: & ®e (directly)

hieet § O & STt & |
6. fuw 6w 7 & forrel 5 o6 ST AT | 5x1=5
(i) Tt et (e-mail)ﬁ@ﬂ?ﬂﬁ? (attachment)ﬁ@%%@ﬁﬁ%f@ﬁﬁﬁ
forer 3TTgeRT (icon) =T ST feraT ST 2

(A) TIF{ 3ATZHRH (Stationery icon)
(B) U foreq g (Paper clip icon)
(C) WIS 35 (Emoji icon)
(D)  GIF 318 (GIF icon)

(i) Tl a1 Tamed HieaaT o 919 oId1sy |

(iii) FFLH H STITH HHHUT hl T HRU AT Q 2

(iv) T T g3 THUMEE® (malicious) IS & ST FATEE HFAH
(client computer) Sl =T S&cT Hehall © AT THET Hehdl @ AT IS 3= SFRIHA
1 FHFATS |

(v) ag@wamw (Boot Sector Virus) FTR?

(vi) ShFI L ST T qE qH

2
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(111) E-commerce is the subset of

(iv) The syntax for phrase searching is to put around a specific
phrase.

(A)  full stop
(B)  exclamation mark
(C)  punctuation marks

(D) quotation marks
(v) Explain the term ‘starred’ used in e-mail.

(vi) All unwanted mails are automatically transferred directly to the
folder.

6. Answer any 5 out of the given 6 questions. 5x1=5

(i) Which of the following icon is used to add an attachment to an

e-mail ?
(A) Stationery icon (B)  Paper clip icon
(C)  Emoji icon (D)  GIF icon

(ii)) Name any two Antivirus software.
(iii) What is the main reason of virus infection in computers ?

(iv) is a hidden malicious code that could alter or delete the
information of client computer or perform any other unauthorized

function.
(v) What is a Boot Sector Virus ?

(vi) The other name for computer virus is
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s O 0 O 0 = ‘s
UE-E
(Tore=raRes TR & U9 ) (30 i)

TSR 19T W 13T 78 5 991 8 G fohal 8 & I AT | Ik I 71 I 20 — 30 isal 7
difsrg | 3x2=6

7. MY (motivation) FT 2 ? waﬁﬁmaﬁwﬁﬁn |

8.  IT YHITHRT TR hITTAT ohl G&T T Iod® hIfST ST G ! T8, T | 3 g &7
IS T AR Aeg A B |

9. eI (Spreadsheet) FT = ? ST AP & =AU (steps) FT fetfaw |
10. Sfhar 6t foregi aT forsrarsti &0t forfla |

11. 7 TR oAl § Icq=T STATRTE ol HIAT hl ¥ i o iy alieh &R & 2

faw 70 5 391 4 @ fahee] 8 & I 20 — 30 I1ssl (9AF) § o | 3x2=6
12. 37g-scteh T3 U (Semi-block style letter) FT 8 2 gHeh! &g & farmyand foRaw |

13. T=faRaa dehdi i €98 T :

(i) Caps
(i) Stet
(iii) ;

(IV) /“ 77/

14. T A (Cell) 3R T Uferea AT (Active Cell) & sfi=r ier faafia |

*341% @ #



s | 000 AR RO MR e
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 each. 3x2=6

7. What is motivation ? Explain extrinsic motivation.

8. Briefly describe the effective communication skills that help us to

communicate the message clearly, concisely and correctly.
9. What is a spreadsheet ? Write the steps to enter data.
10. Write any two characteristics of Entrepreneurship.

11. What are the various ways to reduce the amount of waste produced in
plants and factories ?

Answer any 3 out of the given 5 questions in 20 — 30 words each. 3x2=6

12. What is a Semi-block style letter ? Write any two features of the same.

13. Explain the following signs :

(i) Caps
(i) Stet
(iii) ;

Gv) /7

14. Differentiate between a Cell and an Active Cell.
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15. @ 35 o WIS § T 6 STH T ST 8 2

16. ATEH (AutoSum) ! i ShIfSTT | SATerem (AutoSum) FHRTHE S ?

faw 77 3 Y91 7 @ gl 2 3 I FIT | Iedah I3 1 IT 30 — 50 I7¢1 4 G | 2x3=6
17. TR TR (Presentation) 3 @ieH % 98 (steps) faifa |
18. 3-Uc (e-mail) 3T TS 37 3HF B WY FHINT |

19. & (relative) 3R U (absolute) T ANRIM (cell referencing) & e 3T
faRaw |

faw 713 5 3941 7 @ fohel 8 & S FIIT | Tedah 99 o1 IR 50 — 80 I1s<] H 17T | 3x4=12
20. FHITERT 9 (DO letter) T & ? 36eh! [oRINAT SIdTd §T ¥ HIFT |

21. Sfasw %NTUOT (Biological Virus) 3R FFYI IIE (Computer Virus) % s AW
fafa |

22. T IS ohl STTATIHAT T Bldl & ? TIE hHIfSIT |

23. THIS (Excel) ¥ T o= T o =mdq 1 § 2 w7 AifS |

24, HFI T o JHEMEEH THE 1 € ? ol =) forgatl 1 Seoi@ i gC Wy

hifere |
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15. How does one find information through a search engine ?

16. Define AutoSum. What are the functions of AutoSum ?

Answer any 2 out of the given 3 questions in 30 — 50 words each. 2x3=6
17. Write down the steps for opening an existing presentation.
18. Define e-mail and its advantages.

19. Differentiate between relative and absolute cell referencing.

Answer any 3 out of the given 5 questions in 50 — 80 words each. 3x4=12
20. What is Demi Official letter ? Explain with its features.

21. Differentiate between Biological Virus and Computer Virus.

22. Why is a search engine important ? Explain.

23. What are the different types of charts used in Excel ? Explain.

24, What are the harmful effects of Computer Virus ? Mention any four points.
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