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 
Please make sure that the printed pages in this question paper are 5 in number and it 

contains 30 questions. 
 
Before beginning to answer a question, its Serial Number must be written. 
 
Don’t leave blank page/pages in your answer-book. 

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

answer. 

 
Candidate 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 answer of objective type questions. 
 
 

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. 

Instructions(िनदőश): - 

1. All questions are compulsory.(सभीŮʲअिनवाययहै) 

2. Question no 1 to 3 are long answer type questions carrying Five Marks. 

(Ůʲ1 से 3पाॊच ि◌◌ॊबरकेहै) 

3. Question no 4 to 9 are short answer type question carrying Three Marks. 

(Ůʲ4 से 9तीि◌ ि◌◌ॊबरकेहै) 

4. Question no 10 to 15 are very short answer type question carrying Two Marks. 

(Ůʲ10 से 15दŖ ि◌◌ॊबरकेहै) 

5. Question no. 16 to 30 are MCQ/ One Word/ Fill in the Blank type’s questions carrying One 

Marks.(Ůʲ16से30तकएिकॊबरकेहै) 

………………………………………………………………………………………………………………… 





 



          



[ 
[Section-A] 

Long Answer Types of Questions  3 x 5 = 15 
Marks 

 

Q. 1.Explain absoulte and mixed cell reference.। 
 

Q 2. Write steps to a new slide and duplicate slide in a presention. 
 

 
Or 

Q 2.  Explain keyboard and type of keys . 
कीबोडय और कुॊ ̪जयो ◌ं के Ůकार बारेमŐबताये| 

Q. 3. Write step to create a table in writer . How columns are inserted in it?. 

 राइटर मŐ टेबऱ िबाि◌◌े के ◌्टेप नऱ̪खए। इसमŐ कॉऱम कैसे डाऱे जाते हœ?  

 
Or 

Q. 3.  Explain libreoffice writer and advantages of writer? 

 Libreoffice राइटर और राइटर के फायर ◌् दे बताएॊ?  

 
[ ] 

[Section-B] 

Short Answer Types Questions 6 x 3 = 18 Marks 
Q.4 Expalin Various toolbar in writer. 

 राइटर मŐ ववनभन्ि◌ टूऱबार की ʩाƥा करŐ ।  
| 
Q.5 What is need of spell chacker? Write . steps to check spelling of the document. 

 

 
 

Q.6. Explain features of formula toolbar in Calc. 
 

 Calc मŐ फॉमूयऱा टूऱबार की ववशेषताओॊ को समझाइए  
 

-2- 
Q.7. Write steps to insert an image from a file and from gallery in Impress. 

 
 Impress मŐ एक फाइऱ और गैऱरी से एक छवव सɖमनऱत कįरे के नऱए चरण नऱखŐ  

Q8. Write tips for sucessful keyboarding. 

] 

एɵोʞूट सेऱ और नमƝ सेऱ रेफरŐस को समझाइए| 

एक ि◌ई ◌्ऱाइड के चरण नऱखŐ और एक Ů्तुनत मŐ डुɘऱकेट ◌्ऱाइड। 

◌्पेऱ चैकर की ƛया जŝरत है? नऱİखा । द्Ŋतावेज़ की वतियी जाॉिचे के चरण. 



 
 

 
Or 

Briefly explain the concept of health, safety and security workplace? 
Health, safety and securityकेबारेमŐबताओ 

 
Q.9. Define communication and type of communication. 

 
[ ] 

[Section-C] 
Very Short Answer Types Questions 6 x 2 = 12 Marks 
Q.10. Explain any four controls of typing tutor window. 

 
Q.11. Define Active cell and range of cells ? 

 
Q.12. Define column, bar, line and pie chart in calc? 

 

 
Q.13. Define communication? 

Communication ƛयाहोतीहै । 

Q.14. What is the slide pane and task pane in impress? 
 

Or 
Define Verbal communication? 

Verbal communication को पररभावषत करŐ  

Q.15. write a note on BPM industry in India ? 
 

Or 
Describe List some of the IT workplace hazards? 

आग ऱिगे के सामाɊ कारणो ंका वणिय करŐ? 

 
[ ] 

[Section-D] 

 
Objective Types Questions 15x 1 = 15 

Marks 
Q.16. Which of the following is not a self-management skill? 

िनिमनऱ̪खतमŐसेकौि◌◌्व-Ůबॊिधकौशįऱहीॊहै? 

(a) Problem solving (b) Bargaining 
(c) Understanding Self  (d) Confidence Building 

(क) सʄासमाधाि◌ (ख) सौदőबाजी 

(ग) ◌्वयॊकोसमिझा (घ) आȏववʷासिनमायण 

सफऱ कीबोिडōग के नऱए टŊलस नऱखŐ। 

सॊचार और सॊचार के Ůकार को पररभावषत करŐ  

टाइवपॊग Ǩूटर ववॊडो के कŊ Ɏीॊ चार िनयॊũणो ंको समझाइए। 

सर्ि◌य सेऱ और सेऱ की ŵेणी को पररभावषत करŐ| 

Calc मŐ कॉऱम, बार, ऱािइ और पाई चाटय को पररभावषत करŐ? 

Impress मŐ ◌्ऱाइड पेि◌ और टाक् पेि◌ ƛया होता है? 

भारत मŐ BPM उȨोग पर एक ि◌◌ोट नऱ̪खए 



सेवा  

Information सेवा  (क) इॊटįरेटसेवा ŮदाŊता (ख) 

Q.17. JPG or JPEG in image format stands for   . 

पेटŌ ोनऱॊग कोसॊदŊनभयतकरताहै। 
(a) Joint Photographic Experts Group (b) Joint Picture Experts Group 

 
(c) Joint Photographic Experts Graph (d) Joint Photographic Experts General 

(क) जॉइॊटफोटोŤावपकएƛसपटयŤुप (ख) जॉइॊटवपƛचरएƛसपटयŤुप 

(ग) जॉइॊटफोटोŤावपकएƛसपटय(घ) जॉइॊटफोटोŤावपकएƛसपटय 
-3- 

Q.18. ‘Which of the following is not the correct file extension for an image file? 
 

 
(a) GIF (b) b JPEG(c) Odt(d) PNG 

 
 

(क) GIF (ख) JPEG 

(ग) Odt (घ) PNG 
 

Q.19. Which of the following is the shortcut key to select he entire document? 
 
 

(a) Ctrl+S (b)  Ctrl+A (c) Ctrl+D (d) None of the above 

(क) Ctrl+S (ख) Ctrl+A (ग) Ctrl+D (घ) उपरोƅमŐसेकोिईहीॊ 
Q.20. ISP stands for ……………………………………… 

ISP कीफुऱफॉमय……………………………… 

(a) Internet service provider (b) Information service provider 
(c) Idea service provider (d) None of the above 

 
(ग) Idea (घ) उपरोƅमŐसेकोईनह ◌ी◌ंss 
Q.21. ........................ is not an element of communication . 

 

(a) Memory(b) Sende © Receiver (d) channel 

Q.22. comma is used to indicate ........... in the sentence .. 

 
 

23.Verb are words that show ………… 

 

 
Q. 24. Self management is also called ……………. 

 

Q. 25.in writer, print preview option is present in ............... menu 

….…..…….सॊचार का तȕ ि◌हीॊ है। 

अʙववराम का Ůयोग वाƛय मŐ …….. दŊशािये के नऱए कŊ या जाता है। 

ए) मेमोरी (बी) सŐडे © ररसीवर (डी) चैि◌ऱ 

र्ि◌या वे शŰ्द हœ जो बताते हœ………… 

◌्व-Ůबॊिध को…….. भी कहते हœ। 



 राइटर मŐ वŮॊट वŮʩू का ववकʙ ……….. मŐ मौजूर ◌ ् द होता है।  

 
Q 26  The shortcut key for slide show is ………………….. 

 

। 
Q. 27. Define MRI. 

MRI केबारे नऱ̪खए । 
Q. 28. Define BPO. 

BPO केबारेनऱ̪खए। 
Q. 29. Write the Full form of ROM. 

ROM केबारेनऱ̪खए 
Q. 30.Define IT/ITes ? 

IT/ITES केबारेनऱ̪खए। 

◌्ऱाइड शो की शॉटयकट कुॊ जी ................................. है। 


