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Candidate must write his/her Roll Number on the first page of the Question Paper.

Please check the Question Paper to verify that the total pages and the total number of
questions contained in the Question Paper are the same as those printed on the top of

the first page. Also check to see that the questions are in sequential order.
All the questions are to be answered within the allotted time.

Making any identification mark in the Answer-Book or writing Roll Number anywhere

other than the specified places will lead to disqualification of the candidate.
Write your Question Paper code No. 60/S/A/G-A on the Answer-Book.

The Question Paper is bilingual. In case of doubt, the English version should be considered

as authentic.
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Note : (1) All questions are compulsory.
(2) Marks allotted to each question are indicated against it.
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1  Match the following and write your answer in the answer book : %X6=3
Column A Column B
(a) Mnemonics (i) Quit Programme
(b) SUMIF (i) High Level Language
(c) Close button (ii1)) Symbolic codes
(d) Slide show (iv) Data storage
(¢) FORTRAN (v) View type
(f) Memory unit (vi) Function type

(1AL A5l AL v dHdl G YRasl @il

(a)
(b)
(c)
(d)
(e)
()

A A we B

M5 (i) susHiE asR lsag
SUMIF (ii) &1 daa dady (Language)
5ely ol2n (iii) Symbolic codes

D3 2l (iv) 32l R1R%¥ (Data storage)
FORTRAN (v) View «ll Us1R

A3l ylHe (vi) Function il 4s12
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2 Write in your answer book, True/False for the following statements : =X6=3
(a) A standard keyboard has 104 keys.
(b) Restore command helps to delete the stored files.
(c) CTRL key helps to select non-consecutive files.
(d) Replace fonts feature does not help to change fonts in a slide.
(e) Track change option lies under Insert tab.
() SHIFT + F3 is the short cut key used for changing the case of text.
A 20 [@EL MR dHE GdR-YRasHL ApE dvil
(a) % standard keyboard Hi 104 4l €lu €.
(b) Restore command, 3AS (store) $3d s1dan 42 saMi Hee3u Ay ©.
(c) CTRL key l Heedl non-consecutive files < uie $31 sy €.
(d) Replace fonts (32, wH3Hi fonts sleddl Hi2 Hee3u ddi «dl.
(e) Insert tab «{l iex Track change option 2dl 4l €.

(f) SHIFT + F3 short cut key «il Guuloell textll case otedl sy €.

3 Define the following : 1x4=4
(a) Utility software
(b) Formula
(c) Control Panel
(d) Printer
(A Arfad s
(a) 3 Aigedr
(b) sial
(c) 524 A4

(d) Bw2r
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4  Write short notes on the following : 2%x4=8
(a) Font Face
(b) Rulers
(c) Input Devices
(d) Creating Smart Art in worksheet.
(AL H2 g5y @il ¢
(a) sl 3
b) 3=
(c) S+Yye Radu
(d) aslledi Smart Art ei-laq

5 Differentiate between the following : 2x2=4
(a) Spelling and Grammar checker.
(b) Deleting text and Replacing text.
(AL 42 dslad @il
(a) ARDPL A M ASR.
(b) 2oL 2522 A RalRidl 252,

6  Answer the following questions : 2x5=10
(a) Write the importance of Mouse pointer.
(b) Write the steps to copy a file using My Documents.
(c) How can you create a data source using Excel worksheet ? Explain.
(d) What are the various elements of any formula ?
(e) Briefly explain about various slide layouts.
AL Al A @il :
(a) MG UIS-2R (Mouse pointer) il Hetd [ «vil.
(b) My Documents il Gualaell File copy $dldi uolai @vil.
(c) Excel worksheet il GualoL gl21 data source 3<l 3 il w514 d R2IdAUR AR,
(d) Formula+l [afa4 g2s suL o ?
() %el %el usiRAl Slide Layout 48 ARyl u4ndl.
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7 Answer the following : 2x2=4

(@) In a Word document, which short cut keys are pressed to do the
following actions ?

(i) To copy a paragraph of text
(ii)) Go to the beginning of the document
(iii) To Replace a text
(iv) To activate Spelling and Grammar checker
(b) Write the steps to do the following actions on the given sentence :

Tillnow our instituta has
imperted skill based training to over

50,000 young boys and girls and created

empleyment opportonities for them.

(i) Correct the spelling mistakes in the above paragraph.

(i) Above text is Ariel and size 10, change it to Ariel black,
size 14.

(ii1) Make the above text Bold and Underline

(iv) Left align the text.

(AL el 2

(a) Word document ¥i 1Al s1dl sal M2 $8 59 Short cut key il Guylal
53 wsy ?

(i) Text«l s $52A (Paragraph) s\l $al w12
(ii) Documents «l A3UdHL wal HLe

(iii) Text Replace $dl 412

(iv) ARPL 24 WM A5 ABY salL HIER

(b) Al Asd (Text) Gu U S1dl S M2l wadl quil :

Tillnow our instituta has
imperted skill based training to over
50,000 young boys and girls and created

empleyment opportonities for them.

(i) GuR-l s52U (Paragraph) Hiell 2QUR{HI &4@ (Spelling mistake) YHIR).

(ii) GBu: U $5U (Paragraph) -l Font Ariel 21 size 10 © dl d- Font
Ariel Black A1 size 14 3.

(iii) 0@ ss21 (Paragraph) <l text Bold i Underline $3l.

(iv) U4 s521 (Paragraph) <L 3lell o1y Aald- (Align) $2U.
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8 Answer the following :

2x2=4

(a) The following table shows data, as observed by an audit agency about

the revenue spent by the govt. on various areas of development.

Write the steps to plot a pie chart on the basis of this data.

A B C
1 | S.No. | Areas of Development | Revenue spent (in %)
2 1 Education 22
3 2 Health 27
4 3 Rural development 11
5 4 Farming 25
6 5 Sanitation 15

(b) Following data shows marks of 6 students of 10th class in 4 subjects

in the pre board exams. Based on this data, write the formula to calculate

the following :

A B C D E F G
1 | S.No. [ Name of Student | English | Maths | Science | Computer | Total Marks
2 1 Sudhir 68 80 72 84
3 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
5 4 Pratham 91 92 93 90
6 5 Neena 45 56 59 44
7 6 Ravish 78 88 91 89

(a) Write the formula in cell G2 to show total marks of Sudhir.

(b) Write the steps to copy the formula in G2 to the rest of the cells

(from G3 to G7)

(c) Write the formula to calculate the average marks of all students.

(d) Write the formula using function to find the maximum of total marks.
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(a) ~lA 2la 6@l w5 iRe AWl g1l 32l (Data) GldlddlHi Il 9,
¥ AWIR gl Yel Yel Al (s u vl 234 4 AR U 8. wuud HlRdl
(Data)-ll GuylaL s3] Pie-chart plot $dl-i udaldl @vil :

A B C
1 [ s4-d. | Rustadl A0 | wal s3a aq i (% wi)
21 1 Ruai 22
3 2 WY, 27
41 3 e s 11
s| 4 Adl 25
6] 5 RAA9L 15

(b) A 2qha AL 9ol 10 A 6 [enelldl 4 [vudr B-ods udau-l
Wi euldd 8. e Hlsdll Gualal 3 A wutadl awiddl weHdl
s1¥al (Formula) &vil :

A B C D E F G
1 [ sl |(enald us |20 [albid | d-a | s2yer | sa gy
21 1 R 68 80 72 84
31 2 [+to4L 85 72 79 81
41 3 Hivq 69 68 71 74
51 4 X 91 92 93 90
6 5 (Hell 45 56 59 44
71 6 Aqa 78 88 91 89

(a) Y-l ga oelis salaal M2 Cell - G2 i s13ydl (formula) avil.

(b) Cell - G2 -l e auia sl (formula) A Cell G3 #l a4
Cell - G7 3l Copy $ali wolal avil,

(c) ol [eell>0 au HgA 2wial Hiedl sifal (formula) avil.

(d) Function «ll GudloL $30A M8 ga 2l lydl Hi+l s13al (formula)
quil.
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