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Please make sure that the printed pages in this question paper are 5 in number and it
contains 30 questions.

o AT U &I IR @1 Y& B 4 Usd, U &1 SHIS JaW fod |

Before beginning to answer a question, its Serial Number must be written.

o S—YRa® & T 4 @rell U= 9 BIS |

Don’t leave blank page/pages in your answer-book.

o SA—YRaH & AfaRad i3 o= e a6 Fref | sm@a: @E@HagIR A fod R
forEm Sav T w1 |

Except answer-book, no extra sheet will be given. Write to the point and do not strike the written
answer.
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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.
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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(fA&2): -

1. All questions are compulsory. (Tos31faarie)
2. Question no 1 to 3 are long answer type questions carrying Five Marks.

(U1 8 3UTT Aeche)

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

(U514 T 9 Adhe)

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

(G710 T 1521 Fehe)

5. Question no. 16 to 30 are MCQ/ One Word/ Fill in the Blank type’s questions carrying One
Marks.(¥4716830dhTdhdaldhe)




[ @os—3]
[Section-A]

Long Answer Types of Questions 3x5=15
Marks

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

TeHlege A AR e ad I & qASST|

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

T % 38 & WO ford 3R v gEgfa  giTerhe Frss|

Or
Q 2. Explain keyboard and type of keys .

draE 3R FEAT & gPR IRATAR|

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

X A T I & Tu fIfQu| sHA FicdT $H sl I 62

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

Libreoffice IEeX 3R IS & HBIIG ddIL?

[ wvs—a]
[Section-B]

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

T3 H Affied Corar & carear &l

|
Q.5 What is need of spell chacker? Write . steps to check spelling of the document.

T dpT T 7 FTRT ©2 for@ar | exards & adelr S & TRl

Q. 6. Explain features of formula toolbar in Calc.
Calc 3 Wisell TaR HI fAATATIT B THSBT
-2-
Q.7 Write steps to insert an image from a file and from gallery in Impress.

Impress # Teh HEd 3R o ¥ ' ofd FFafed o & forv wor ford

Q8. Write tips for sucessful keyboarding.



Tho HrafEer & for ooy ford|

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

Health, safety and securityhaRaAaaT31!

Q.9. Define communication and type of communication.

TIR 3 TIR & UbhR Bl oTRATRG HY
[ @vs—]
[Section-C]
Very Short Answer Types Questions 6 x 2 =12 Marks
Q. 10. Explain any four controls of typing tutor window.

TR egex Rig & fredl IR R @1 wFEnsT)

Q.11. Define Active cell and range of cells ?
afohg aer 3T A & Ao A gRaRa |
Q.12. Define column, bar, line and pie chart in calc?

Calc & ®ield, IR, A3 AR Urs a1 o aRAT™T A2

Q.13. Define communication?

Communication EFH@F?I% I

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

Impress 3 TI188 U 3R TRep U &1 BT &7

Or
Define VVerbal communication?

Verbal communication &1 gRATRT AL

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

T A BPM 3419 WX Uk dle i@

Or
Describe List some of the IT workplace hazards?

39T o1 o FTHATET HRUN &l JuTd hi?

[ @ves—z]
[Section-D]
Objective Types Questions 15x1 =15
Marks
Q.16. Which of the following is not a self-management skill?
fArafafaadmlara-gduamiereade?
€)) Problem solving (b) Bargaining
(c) Understanding Self (d) Confidence Building
() HATITHATHT (@) Figarstt

(31) TITRITHSTAT (81) AT AT



Q.17. JPG or JPEG in image format stands for
UQfeT___ SrEGddTe |

(@) Joint Photographic Experts Group (b) Joint Picture Experts Group

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

() STSTHICTAMTURTFIICYY (@) S RFRTFTuEY
(31) SATSCPHICIATTURTFEIC () STSCHICATURTFIUC
-3-

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

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

(eP) GIF (@) JPEG
(4T) Odt (&) PNG
Q.19. Which of the following is the shortcut key to select he entire document?
(@) Ctrl+S (b) Ctrl+A (c) Ctrl+D (d) None of the above
(@) Ctrl+S (@) Ctrl+A (31) Ctrl+D (7) STRhAADISAR
Q.20. ISP stands for ..........oooviiiiiiiii i
ISP &IGTBIF ...,
@ Internet service provider (b) Information service provider
(c) Idea service provider (d) None of the above

(@) SeXAcqdT USIaT (@)  Information {1 UeTdT
() Idea QAT UeTdT (@) SRITTHUBT81ss

Q2. ... is not an element of communication .

@ Memory(b) Sende © Receiver (d) channel
T) AAN (@) ¥ o AR @) daa

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

3TCUTRTA T UAT aiFT H ... 2 & forw forar Srar §1

23.Verb are words that show ............

RRIT O Aeg & Y adTd Feeeeeeeeen



Q. 27. Define MRI.
MRI &aR faf@u |
Q. 28. Define BPO.
BPO haR i@y
Q. 29. Write the Full form of ROM.
ROM dhraRferf@e
Q. 30.Define IT/ITes ?
IT/ITES haRferf@u|





