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o PV AT I T [ 5 Fo7-99 7 JET 7 8 T J97 30 &7
Please make sure that the printed pages in this question paper are 8 in number and

it contains 30 questions.

o G97-YA 4 qlle & @l GIIT 7Y T4 HS T F HH TAT-GikaHl & JEI-gT g7 ford)
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.

o FYF T F T [TGT & FT G Yees, 9T H HHE ST [

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

o FUCYRTHE % ST F @Il g/ G 7 Bls

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

o FTCGRaTH % STINFT B o he TE HA T SFTEAGAR & @ s frar gav T
PIC]

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

strike the written answer.

3525 P.T.O.



(2) 3525
o TETER T AT To FT-UH G Haed [i@ W To F SHARFT FIT-YH G I FE A T
frd sife dafeys 7971 & TR T Frdll ST T 9T T e

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.

o YF F9 % FAT 37 @ g7 98 AT &V T [F 9970 g 9 7El & ThEr B T 59
G 4 g A aar @w TE A aEm

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.

qe o () T F97 AT &
All questions are compulsory.

(i) Fe% F97 & oF IGH @HT [T TT &

Marks of each question are indicated against them.

(iii) 797 & FTC TTH HBFEIT 7T/
Answer the questions according to their marks.

[ € ST s ]

[ Long Answer Type Questions ]

1. oI &R 91 ®EA a9 F & =X el 5
Write steps to create a new style from selection.
AYAT
OR
0% I TEEAR & AR g2 @ avF B

Explain various buttons on Track changes toolbar.
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(3)
Calc § T[T HAIee H P IO o€

Write steps to consolidate data in Calc.
HAYAT
OR
"What-if' TTIE 0 1 8 ? 38 S0 &0 & =10 |

What is "What-if" analysis tool ? Write steps to use it.

el @ sTer Hisq &l av S

Explain any two data models.
HAYAT
OR

fESTE & N1 ¢l S & =R ford|

Write steps to create table using design view.

[ @Y S909 97 |

[ Short Answer Type Questions ]

DBMS & a1 ‘@ &1 aui il

Explain various 'keys' in DBMS.

DBMS & % ok Rad 77 2 ?

What are forms and reports in DBMS ?

B ¥ el 7 w=d @ Jue B

Explain any three styles in writer.
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10.

11.
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(4)

SEE|
OR
SET SAfsofge &l WUl §C H & = for|
Write steps to set properties of drawing object.
el dieh T & =10 o
Write steps to apply goal seek.
YqT
OR

Tl 1 7 39 Npie Y fohar S 7 7

What is a macro ? How it is recorded ?

Retfed iR TeAege ERURics 1 & ?

What are relative and absolute hyperlink ?

. GO FRIEA Y & 7 Frivw @ Redeiar aad

Give responsibilities of employer for safe workplace.

[ SrfereTy S98F 99 ]
[ Very Short Answer Type Questions ]

FYR W HE HI 979 @ReF G Rabed a1 ¢ ?

What are health related problems while working on computer ?

SR SffsgE Bl J9 HA & =W [T

Write steps to group drawing objects.
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HAYAT
OR
U a1 5 ?
What is anchoring ?
12. T SF He F & 7 2
What is table of contents ?
13. Calc ¥ §e-deq T 1 & ? 2
What is sub-total tool in Calc ?
AYAT
OR
"What if' REREr &1 8 ?
What is "What-if" scenario ?
14. SHIIEA Sefoorg @1 & 7 2
What is emotional intelligence ?
15. 3TBER & & #7718 7 2
What are functions of an entrepreneur ?
[ TS 99 |

[ Objective Type Questions ]

16. SDG & T &Y ..coovveenn. Bl 1

17. A& T oo forem 21 1

3525 P.T.0O.



18.

19.

20.

21.

Rt JARE 1 =Y B

Real is a numeric data type.

TGS IS Bl TRICIT coveernnnnnnn. 2l

(A)  .Jpg (B) .mp3
(C) .doc (D) .xls

A sound file has ............. extension.

(A)  .Jpg (B) .mp3
(C) .doc (D) .xls
TWHIR BT W eovneeennnnnnn. H Bl

(A) HHS (B) WaRISH
(C) DR (D) Eﬁﬁlﬁl
Spacebarisa ................ key on keyboard.

(A) Command (B) Navigation
(C) Function (D) Control
.............. el %7 3199d 7TEl Bl

(A) € (B) o=

(C) 953 (D) REER
............. is not an element of communication.
(A) Sender (B) Channel
(C) Time (D) Receiver
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(True/False)
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23.

24.

25.

26.
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.............. SR EERET AT | B B 1
(A) 38 (B) 55

<c 7 (D) 90

............. percent communication is done using voice.

(A) 38 (B) 55

<c 7 (D) 90

.............. & IYANT e ¥ 3B AHER M & w8 2 1
(A) HH (B) T4

(C) =@ (D) fae

A is used to retreive desired information from database.

(A) Form (B) Query

(C) Table (D) Report

AT BT v JHR & BN ol 1
A) 4 B) 7

) 11 (D) ©

There are ............... types of image filters.

A) 4 B) 7

) 11 (D) ©

SIS %l qEH BIE TG ..o 2l 1
A is smallest entity in database

T B o T 2 1

The raw facts constitute ................ .
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27. Calc# X Bedie QM ............ ag & & B
In Calc, share spreadsheet option is present in ................ menu
28, eeeeereaannn. TS fheet 1 ST ZAS A FERE SeM @ [T BT Bl

image filter increases the contrast of image.

29. Calc # JU 3V SMCEET QT ..o I | B B
In Calc, group and outline option is present in .............. menu

30. NIy SERIHS I AEHI § T H G- AARE ... Bl
A is a preset layout to create professional documents easily.
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