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meceÙe : 2½ IeCšs ]    [ hetCeeËkeâ : 40 
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• ke=âheÙee peeBÛe keâj ueW efkeâ Fme ØeMve-he$e ceW cegefõle he=‰ 8 leLee ØeMve 13 nQ~ 
Please make sure that the printed pages in this 

question paper are 8 in number and it contains 

13 questions. 
• ØeMve-he$e ceW oeefnves neLe keâer Deesj efoÙes ieÙes keâes[ vecyej keâes Úe$e Gòej-
hegefmlekeâe kesâ cegKÙe-he=‰ hej efueKeW~ 
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. 
• ke=âheÙee ØeMve keâe Gòej efueKevee Meg™ keâjves mes henues, ØeMve keâe ›eâceebkeâ DeJeMÙe 
efueKeW~ 
Before beginning to answer a question, its Serial 

Number must be written. 
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• Gòej-hegefmlekeâe kesâ yeerÛe cesb Keeueer hevvee/hevves ve ÚesÌ[W~ 
Don’t leave blank page / pages in your answer-book. 

• Gòej-hegefmlekeâe kesâ Deefleefjkeäle keâesF& DevÙe Meerš veneR efceuesieer~ Dele: 
DeeJeMÙekeâleevegmeej ner efueKeW Deewj efueKee Gòej ve keâešW~ 
Except answer-book, no extra sheet will be given. 
Write to the point and do not strike the written 
answer. 

• hejer#eeLeea Dehevee jesue veb0 ØeMve-he$e hej DeJeMÙe efueKeW~ 
Candidates must write their Roll Number on the 
question paper. 

• ke=âheÙee ØeMveeW keâe Gòej osves mes hetJe& Ùen megefveefMÛele keâj ueW efkeâ ØeMve-he$e hetCe& 
Je mener nw, hejer#ee kesâ Ghejevle Fme mecyevOe ceW keâesF& Yeer oeJee mJeerkeâej 
veneR efkeâÙee peeÙesiee~ 

 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.  

veesš : (i) heÇMve mebKÙee 11 mes 13 ceW mes efkeâvneR oes heÇMveeW kesâ Gòej 
oerefpeS~ Mes<e meYeer heÇMve DeefveJeeÙe& nwb~ 

   Attempt any two questions from question 

numbers 11 to 13. Rest are compulsory. 

 (ii)  heÇlÙeskeâ heÇMve kesâ Debkeâ Gmekesâ meeceves efoS ieS nQ~ 

   Marks are indicated against each question. 

 (iii) heÇMveeW kesâ Gòej Gvekesâ Debkeâevegmeej oW~ 

   Answer the questions according to their 

marks. 
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[ Jemlegefve<" heÇMve ] 

[ Objective Type Questions ] 

  1. (i) ............. keâš keâceeb[ keâe Meeš&keâš nw~ 8 × 1 = 8  

  (De) Ctrl + V (ye) Ctrl + X 

  (me) Ctrl + P (o) Ctrl + C 

  ................ is the shortcut to cut command. 

  (a) Ctrl + V (b) Ctrl + X 

  (c) Ctrl + P (d) Ctrl + C 

 (ii) .......... efkeâmeer peevekeâejer keâes hespe kesâ Thejer Yeeie hej efueKeves kesâ 

efueS GheÙeesie efkeâÙee peelee nw~ 

  (De) ns[j (ye) meskeäMeve 

  (me) hetâšj (o) šsyeue 

  .......... is used to put some information on 
the top of the page. 

  (a) Header (b) Section 

  (c) Footer (d) Table 

 (iii) ............ yeej efkeâmeer SsefkeäšJe Je[& [e@keäÙegceWš keâes oMee&leer nw~ 1 

  (De) mšsšme yeej (ye) šeFšue yeej 

  (me) cesvÙeg yeej (o) štue yeej 
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  The ............ bar displays the name of 

currently active word document. 

  (a) Status bar (b) Title bar 

  (c) Menu bar (d) Tool bar 

 (iv) heeJej-hJeeFbš heÇspesvšsMeve keâer SkeämešWMeve keäÙee nw ? 1 

  (De) .xls (ye) .exe 

  (me) .ppt (o) .doc 

  The extension of Power-Point presentation 

is : 

  (a) .xls (b) .exe 

  (c) .ppt (d) .doc 

 (v) mueeF[ yewkeâieÇeGC[ Skeâ yewkeâ[^e@he nw efpeme hej mueeF[ kesâ meYeer 
Sefuecesbšdme oMee&S peeles nwb~   (mener/ieuele) 

  The slide background is a backdrop against 

which all of the elements of the slides are 

displayed.   (True/False) 

 (vi) mheÇs[Meerš ceW ceeGme Ùee Ssjes keâer (arrow key) Fmlesceeue efkeâS 
efyevee mesue A hej peeves keâe meyemes lespe lejerkeâe keäÙee nw ? 

  (De) Ctrl + Home (ye) Shift + Home 

  (me) Alt + Home (o) Ghejeskeäle ceW mes keâesF& veneR 
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  Without using the mouse or the arrow keys, 

what is the fastest way of getting to cell A in 

a spreadsheet ? 

  (a) Ctrl + Home (b) Shift + Home 

  (c) Alt + Home (d) None of above 

 (vii) ................ Dee@hejsMeve [sše keâes meesme& jWpe mes šejiesš jWpe hej 

keâe@heer keâjlee nw leLee Gme [sše keâes meesme& jWpe mes efcešelee nw~ 

  (De) keâš Deewj keâe@heer (ye) keâš, keâe@heer Deewj hesmš 

  (me) keâe@heer Deewj hesmš (o) keâš Deewj hesmš 

  The ............ operation copies data from 

source range to target range and erase it 

from source range. 

  (a) Cut & Copy (b) Cut, Copy & Paste 

  (c) Copy & Paste (d) Cut & Paste 

 (viii) mesueeW keâes .............. lejerkeâes mes meboefYe&le (referenced) efkeâÙee 

pee mekeâlee nw~ 

  (De) 1 (ye) 2 

  (me) 3 (o) 4 

  Cells can be referenced in ................ ways. 

  (a) 1 (b) 2 

  (c) 3 (d) 4 
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  2. `ns[j' Deewj `hetâšj' ceW keäÙee Devlej nw ? 2 

 What is the difference between 'Header' and 

'Footer' ? 

  3. [^eFËie štueyeej kesâ efkeâvneR oes  yešveeW kesâ hebâkeäMeve keâe GuuesKe keâjW~ 2 

 Describe the function of any two buttons 

available on drawing toolbar. 

  4. jsheâjsvme Dee@hejsšj keäÙee neslee nw ? 2 

 What are reference operators ? 

  5. mueeF[ Mees mes Deehe keäÙee mecePeles nwb ? 2 

 What do you mean by slide show ? 

  6. Skeämesue ceW Dee@šesefheâue heâerÛej keâe keäÙee hebâkeäMeve nw ? 2 

 What is the function of autofill feature in Excel ? 

  7. Hetâšj keäÙee nw ? Je[& [ekeäÙegceWš ceW hetâšj keâes meefcceefuele keâjves kesâ ÛejCeeW keâes 

efueefKeS~  3  

 What is Footer ? Write the steps to insert a 

footer in Word document.  
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  8. Skeämesue ceW Fmlesceeue nesves Jeeues efkeâvneR oes Dee@hejsšme& keâer JÙeeKÙee 

GoenjCe oskeâj keâjW~ 3 

 Explain any two operators used in Excel by 

giving example of each. 

  9. efvecve mes Deehe keäÙee mecePeles nQ : 1½ + 1½ = 3 

 (i) mueeF[ keâš-hesmš, leLee 

 (ii) mueeF[ keâe@heer-hesmš~   

 What do you understand by : 

 (i) Slide cut-paste, and  

 (ii) Slide copy-paste.  

10. efvecve heeJej-hJeeFbš JÙetpe kesâ GheÙeesie keâe JeCe&ve keâjW : 1 × 3 = 3 

 (i) mueeF[ JÙet,   

 (ii) DeeGšueeFve JÙet, 

 (iii) mueeF[ meeš&j JÙet~ 
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 Explain the use of the following Power-Point 

views : 

 (i) Slide view, 

 (ii) Outline view, 

 (iii) Slide sorter view. 

11. keâmšce SsefvecesMeve keâe Fmlesceeue keâjles ngS efkeâmeer šskeämš Ùee Dee@yepeskeäš 
keâes Ssefvecesš keâjves kesâ ÛejCeeW keâes efueKeW~ 5 

 Explain the various steps in custom animation 

that can be applied to animate any text or 

object. 

12. cesue cepe& kesâ keâe@vmeshš keâe JeCe&ve keâjW~ cesue cepe& hejheâece& kesâ ÛejCeeW keâes 
efueKeW~  5 

 Explain the concept of mail merge. Write the 

steps to perform mail merge. 

13. efkeâmeer [e@keäÙegceWš kesâ ceeefpe&ve Deewj hespe meeFpe keâes hespe mesšDehe [eÙeuee@ie 
yee@keäme keâe Fmlesceeue keâjles ngS mesš keâjW Deewj efheâj Gme [e@keäÙegceWš keâes 
efheÇbš keâjJeeves kesâ ÛejCeeW keâes efueKeW~ 5 

 Write the steps for printing a document after 

setting the margins and page size using the page 

setup dialogue box. 

S 


