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•••• Ñi;k tk¡p dj ysa fd bl iz'u-i= esa eqfnzr i`"B 8 rFkk iz'u 38 gSaA  
 Please make sure that the printed pages in this question paper are 8 in number and 

it contains 38 questions. 

•••• iz'u-i= esa nkfgus gkFk dh vksj fn;s x;s dksM uEcjdksM uEcjdksM uEcjdksM uEcj    dks Nk= mÙkj-iqfLrdk ds eq[;-i`"B ij fy[ksaA 

 The Code No. on the right side of the question paper should be written by the 

candidate on the front page of the answer-book. 

•••• Ñi;k iz'u dk mÙkj fy[kuk 'kq: djus ls igys] iz'u dk Øekad vo'; fy[ksaA 
 Before beginning to answer a question, its Serial Number must be written. 

•••• mÙkj-iqfLrdk ds chp esa [kkyh iUuk / iUus u NksMsa+A 
 Don’t leave blank page/pages in your answer-book. 

•••• mÙkj-iqfLrdk ds vfrfjDr dksbZ vU; 'khV ugha feysxhA vr% vko';drkuqlkj gh fy[ksa vkSj fy[kk mÙkj u 
dkVsaA 

 Except answer-book, no extra sheet will be given. Write to the point and do not 

strike the written answer. 
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• ijh{kkFkhZ viuk jksy ua0 iz'u&i= ij vo'; fy[ksaA jksy ua0 ds vfrfjDr iz'u&i= ij vU; dqN Hkh u 
fy[ksa vkSj oSdfYid iz'uksa ds mÙkjksa ij fdlh izdkj dk fu'kku u yxk,¡A 

 Candidates must write their Roll No. on the question paper. Except Roll No. do not 
write anything on question paper and don't make any mark on answers of objective 
type questions. 

•••• d`i;k iz'uksa ds mÙkj nsus lss iwoZ ;g lqfuf'pr dj ysa fd iz'u-i= iw.kZ o lgh gS] ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl 
lEcU/k esa dksbZlEcU/k esa dksbZlEcU/k esa dksbZlEcU/k esa dksbZ    Hkh nkok Lohdkj ugha fd;k tk;sxkAHkh nkok Lohdkj ugha fd;k tk;sxkAHkh nkok Lohdkj ugha fd;k tk;sxkAHkh nkok Lohdkj ugha fd;k tk;sxkA 

 Before answering the questions, ensure that you have been supplied the correct and 

complete question paper, no claim in this regard, will be entertained after 

examination. 

uksV %uksV %uksV %uksV %     (i) iz'u Øekad 1 ls 3 esa ls dksbZ nksnksnksnks iz'u djsaA 'ks"k lHkh iz'u vfuok;Z gSaA'ks"k lHkh iz'u vfuok;Z gSaA'ks"k lHkh iz'u vfuok;Z gSaA'ks"k lHkh iz'u vfuok;Z gSaA 
  Attempt any two questions from question numbers 1 to 3. Rest are 

compulsory. 

 (ii) izR;sd iz'u ds vad mlds lkeus fn, x, gSaA 

  Marks of each question are indicated against them. 

 (iii) iz'uksa ds mÙkj muds vadkuqlkj nhft,A 

  Answer the questions according to their marks. 

  1. fyczs vkWfQl jkbVj MkWD;wesaV esa LVkby dh fdUgha ik¡pik¡pik¡pik¡p dSVsxjh dk o.kZu djsaA 5 
 Explain any five categories of style in Libre office writer document. 

  2. VªSd psatst Vwyckj ds fdUgha ik¡pik¡pik¡pik¡p cVu dk o.kZu dhft,A  5 

 Explain any five buttons present on the track changes toolbar. 

  3. DBMS ds dksbZ ik¡pik¡pik¡pik¡p Qk;ns fy[ksaA 5 

 Write any five advantages of DBMS. 

  4. fjysfVo vkSj ,ClksY;wV gkbijfyad esa vUrj fyf[k,A 3 

 Differentiate between Relative and Absolute Hyperlinks. 
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  5. izkbejh ^dh* dk o.kZu mnkgj.k lfgr djsaA 3 

 By taking example, explain primary key. 

  6. MkWD;wesaV dks fjO;w ds fy, rS;kj djus dh izfØ;k fyf[k,A 3 

 Explain the procedure to prepare a document for review. 

  7. eSØks dh ifjHkk"kk fyf[k,A eSØks }kjk fjdkWMZ u fd, tkus okys dksbZ nksnksnksnks ,sD'ku fyf[k,A 3 

 Define Macro. List any two actions which are not recorded by a Macro. 

  8. fdlh best dks la'kksf/kr djus okys fdUgha rhurhurhurhu VwYl dk o.kZu djsaA 3 

 Explain any three tools used for modifying an image. 

  9. fdUgha nksnksnksnks fjlkslsZt ds uke fy[ksa ftudh vko';drk IT odZ ds fy, gksrh gSA 2 

 List any two resources required in IT work environment. 

10. MsVk fo'ys"k.k djus okys fdUgha nksnksnksnks VwYl dk uke fy[ksaA 2 

 List any two tools for data analysis. 

11. MsVkcsl dh ifjHkk"kk fyf[k,A 2 

 Define Database. 

12. vYVjusV ^dh* dh ifjHkk"kk fyf[k,A 2 

 Define Alternate key. 

13. OgkV&bQ fluSfj;ks ls vki D;k le>rs gSa \ 2 

 What do you understand by what-if scenario ?  
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14. ------------ fdlh MkWD;wesaV ds ist uEcj] istksa dh la[;k vkfn ds ckjs esa crkrk gSA 1 

 (A) LVsVl ckj (B) LVSaMMZ Vwyckj 
 (C) QkWesZfVax (D) VkbVy ckj 

 …………. gives the status of your document like page numbers, number of 

pages. 

 (A) Status bar (B) Standard toolbar 

 (C) Formatting (D) Title bar 

15. ist ds cSdxzkm.M esa fcYdqy gYdk fn[kkbZ nsus okyk VsDLV ;k best ------------ dgykrk gSA 1 

 (A) VªsM ekdZ (B) ,acksflax 
 (C) okVj ekdZ (D) dkWih jkbV 

 The text or image which appears faintly in the background of a page is called : 

 (A) Trade mark (B) Embossing 

 (C) Water mark (D) Copy right 

16. -------------- Vwy best ds u pkgus okys fgLls dks vyx djrk gSA 1 

 …………… tool cuts off non desirable part of the image. 

17. -------------- VSc vius&vki ,sfDVo gks tkrk gS tc Vscy vkWQ dkWUVsUV~l] ,aVªht vkSj fccfy;ksxzkQh 
Mk;ykWx ckWDl [kqyrs gSaA 1 

 (A) ,aVªh (B) cSdxzkmaM 

 (C) LVkby (D) Vkbi 

 …………… tab is by default active when the table of contents, entries or 

bibliography dialog box is opened. 

 (A) Entries (B) Background 

 (C) Styles (D) Type 
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18. dSYd esa LizsM'khV dh ,DlVsa'ku -------------- gksrh gSA 1 

 (A) .odb (B) .odt 

 (C) .odg (D) .ods 
 ………….. is the extension of spreadsheet file in Calc. 

 (A) .odb (B) .odt 

 (C) .odg (D) .ods 

19. MsVk dks ns[kus vkSj dais;j djus ds fy, dalksfyMsV QaD'ku dk ;wt ugha gksrkA ¼lgh@xyr½¼lgh@xyr½¼lgh@xyr½¼lgh@xyr½  1 

 Consolidate function cannot be used to view and compare data. (True/False) 

20.    MsVkcsl esa iwNs tkus okys iz'u dks ------------- dgrs gSaA 1 

 (A) Dosjh (B) fjiksVZ 
 (C) QkWeZ (D) QhYM 
 A …………. is a question asked from a database. 

 (A) Query (B) Report 

 (C) Form (D) Field 

21. lHkh QhYM oSY;w tks izkbejh ^dh* cu ldrh gSa] mUgsa ------------- ^dh* dgrs gSaA  1 

 All the field values that are eligible to be the primary key are called the ………….. 

keys.    

22. ,d LiszM'khV dks dke djus ds fy, ,d ls T;knk ;wtj ds lkFk 'ks;j ugha dj ldrsA ¼lgh@xyr½¼lgh@xyr½¼lgh@xyr½¼lgh@xyr½  1 

 Spreadsheet cannot be shared to work with more than one user. (True/False) 

23. eSØks dk dksM ^lc* ls 'kq: vkSj ------------- ls [kRe gksrk gSA 1 

 The code of macro begins with 'sub' and ends with ………….. . 

24. vk/kkj uEcj LVksj djus ds fy, -------------- MsVk Vkbi dk ;wt gksrk gSA 1 

 …………… data type can be used to store Aadhaar numbers. 
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25. ------------- ,ClksY;wV lsy jsQjsaflax dk mnkgj.k gSA 1 

 (A) D6 (B) $D6$ 

 (C) $D$6 (D) $D6 

 ………….. is an example for absolute cell referencing. 

 (A) D6 (B) $D6$ 

 (C) $D$6 (D) $D6 

26. Dykl B rjg dk ,DlfVafXo'kj -------------- ls yxus okyh vkx dks cq>kus esa bLrseky gksrk gSA 1 

 (A) isVªksy ¼xSlksyhu½ (B) IykfLVd 
 (C) dacfLVcy esVy (D) fdpu eSVsfj;y 
 Class B type of extinguisher is used to extinguish the fire which is caused due   

to …………… . 

 (A) Gasoline (B) Plastic 

 (C) Combustible metal (D) Kitchen material 

27. odZIysl lqj{kk ds fy, ogk¡ ds fu;ksDrk vkSj deZpkjh ftEesnkj gksrs gSaA ¼lgh@xyr½¼lgh@xyr½¼lgh@xyr½¼lgh@xyr½  1 

 The employer and employees are responsible for workplace safety. (True/False) 

28. vius ekWfuVj dks de ls de -------------- yackbZ dh nwjh ij j[kuk pkfg,A 1 

 Keep your monitor at least ………….. length distance. 

29. bQsfDVo dE;qfuds'ku -------------- esa enn djrh gSA 1 

 (A) i<+us  (B) fy[kus 
 (C) lquus  (D) mijksDr lHkh 

 Effective communications helps us ………….. properly. 

 (A) Read (B) Write 

 (C) Listen (D) All of the above 
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30. ^dE;qfuds'ku* ySfVu ds -------------- 'kCn ls vk;k gSA 1 

 (A) Commūnicāre (B) Communication 

 (C) Commitment (D) Communicate 

 'Communication' is derived from the Latin word …………… . 

 (A) Commūnicāre (B) Communication 

 (C) Commitment (D) Communicate 

31. vkidks NqV~Vh ds fy, vkxzg djuk gSA vki dE;qfuds'ku dk dkSu&lk ek/;e ;wt djsaxs \ 1 

 (A) bZ&esy (B) iksLVj 

 (C) U;wt ysVj (D) CykWx 

 You need to apply leave at work. Which method of communication will you use ? 

 (A) E-mail (B) Poster 

 (C) Newsletter (D) Blog 

32. Which of these sentences is in active voice ? 1 

 (A) A movie is being watched by them. 

 (B) The car was repaired by Raju. 

 (C) He is reading a book. 

 (D) The thief was being chased by a policeman. 

33. ,aVjizsU;ksj ekdsZV esa tkWCl fØ,V dj ldrs gSaA ¼lgh@xyr½¼lgh@xyr½¼lgh@xyr½¼lgh@xyr½  1 

 Entrepreneurs can create jobs in the market. (True/False) 

34. 'SMART' xksy lsfVax fof/k esa 'M' D;k gS \ 1 

 (A) Must (B) Measurable 

 (C) Meaning (D) Means 

 What is 'M' in the 'SMART' goal setting method ? 

 (A) Must (B) Measurable 

 (C) Meaning (D) Means 
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35. --------------- vkWxsZukbts'ku us lLVsuscy MsoyiesaV xksy cuk, gSaA 1 

 (A) United Nations (B) UNICEF 

 (C) World Health Organisation (D) League of Nations 

 ………….. organization has made the sustainable development goals. 

 (A) United Nations (B) UNICEF 

 (C) World Health Organisation (D) League of Nations 

36. --------------- QaD'ku ekml ls ugha fd;k tk ldrkA 1 

 (A) VuZ vkWu (B) gksoj 

 (C) jkbV fDyd (D) MªSx vkSj MªkWi 

 ………….. function is not performed using a mouse. 

 (A) Turn on (B) Hover 

 (C) Right Click (D) Drag and Drop 

37. uksV iSM Qkby dh lgh Qkby ,DlVsa'ku -------------- gSA 1 

 (A) .jpg (B) .doc 

 (C) .mp3 (D) .txt 

 ……………. is a valid file extension for Notepad file. 

 (A) .jpg (B) .doc 

 (C) .mp3 (D) .txt 

38. fdlh Qkby dks dV djus dh 'kkWVZdV ^dh* -------------- gSA 1 

 ………….. is the shortcut key to cut a file. 

 

S 


