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?-777-7727'79?\97:

(i)
(ii)
(iii)
(iv)
(v)
(vi)

(vit)

341

FHYT 13537 H1 &7 T TG |
39 Y¥7-Y7 & 1 @VS] 4 24 J¥7 3 : WU & 3N @IS W |

TUE & 4 FEqi4°3 FHR & 97 & Tals @IS & H 1d9TRP THR & J97 8 |

13T 77T (6 + 18) = 24 971 H G, IHIgaR &1 3 g2 & 37&ieq (3gHaq) Goa &
(6+11) =17 Fo71 & FHGT & /

] 51y @vs & G I991 &1 &1 FH 7 B BT JI1G 1637 ST F0ET |
JUE & : TGS FHR & F97 (30 37%)

() 39 @UEH 6 J97 3 /
(b) 3HH PIT THRIHP 37h7 781 & |
(c) 139 1T 59l & 73R g |

(d) I3 o7 / 77T & GrET ST bl T Iooid 1537 77 8 |

TUE @ : [d9TRF FHR 3 97 (30 37F) :
(@) 39 @ F 18 F97 & |

(b) IHIGIR 1 11 T97 T & |

(c) 15T Y [He & @R HIfrg |

(d) I39% 97/ 91T & GH7 E1T 37h] FT I 1537 77 & |

QUE &
(TGS TR o T9) (30 31R)
TSR h13d R e U 6 I3t § 4 forgl 4 I3 & I dIfSu | 4x1=4

(i)  TEAM %1 99 &9 (full form) fIRaT |

(i) S 39 AH-UTE o AN H HYeh S TG J8E hidl & 3T FHG:
S BT 8 | 98 ST & SR ST Fehal & IR fopell oft sH-umg i
TG L TehdT 7, ATcH-favard) a1 8 | =T foh I8 fopd T o
a8 | afgd@!  (Extrovert), J#R  (Nervous) 3R @gHa
(Agreeable)
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General Instructions :

(i)
(ii)

(iii)

(iv)

(v)

(vi)

(vit)

341

Please read the instructions carefully.

This question paper consists of 24 questions in two Sections : Section A
and Section B.

Section A has Objective type questions whereas Section B contains
Subjective type questions.

Out of the given (6 + 18) = 24 questions, a candidate has to answer
(6 + 11) = 17 questions in the allotted (maximum) time of 3 hours.

All questions of a particular section must be attempted in the correct

order.

Section A : Objective Type Questions (30 marks) :
(a)  This section has 6 questions.

(b)  There is no negative marking.

(c) Do as per the instructions given.

(d)  Marks allotted are mentioned against each question/part.

Section B : Subjective Type Questions (30 marks) :
(a)  This section has 18 questions.

(b) A candidate has to do 11 questions.

(c) Do as per the instructions given.

(d)  Marks allotted are mentioned against each question/part.

Section A
(Objective Type Questions) (30 Marks)
Answer any 4 questions out of the given 6 questions on employability
skills. 4x1=4
(1) Write the full form of TEAM.

(ii1) One who loves interacting with people around and is, generally
talkative. He can easily make friends and make any gathering
lively, is confident. Identify the type of personality. (Extrovert,
Nervous and Agreeable)
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(iii) Excel Window % =8 39T T band T g |
(Quick Access tool bar/Ribbon)

(iv) ____ animation % @Y Y&l (presentation) <hl [&3TTd £
Jefid Ldm 7 |
(v) QT&.{ foret =afr ® li\UiclIOIIQ (perfectionism), sIIEAT (order) M 1:|13|o"|";‘»t
(neatness) 1 g HTGHT ﬁ, ar _ qfthed TR B |
(Turtea-sear /) i)

(vi) @ TN % I & A §arsy |

2. Tu T 79wl 4 @ R 5 T o W AN | 5x1=5
(i) T & HSH oh AAIA [ARgd §9 H AT & GH-YGH hl o
e T 7 |
(i1) Indented style o typist ARl DIkl o8 B AIRNH

(set margin) & YUTH i Tedeh TS 2189 HLAT 2 |

(i) To9 o= &1 3fA formatting T & @1 for@n ST =fEy 37X 3
fu sl % ue ot wfamr 1 faey geur 1 F&@ Bt ], 39
9 aTsT |

(iv) 3T & SqGE™ hl STTcHT -

(v)  Complimentary Close T 3gT&UT EIfVT |

(vij SRS S T gIEd & & o signs IR symbols g1
ferg M # |

(vi) I8 Downward Communication 3 3R 2Taftes €9 ¥ (THI-THT W)

o

S fopar ST 2 )
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(iii) The band at top of the Excel Window is
(Quick Access tool bar / Ribbon)

(iv) displays the presentation from the beginning with

animation.

(v)  If a person has a strong sense of perfectionism, order and neatness,

the personality disorder is

(Obsessive-compulsive / Dependent)

(vi) Name two types of Entrepreneurs.

2. Answer any 5 out of the given 7 questions. 5x1=5

i) The exchange of information within the same organization, in

written format is known as

(i1) In indented style, the typist types each line of the paragraph from

the left set margin, except the __line.

(iii) Name the letters which should be written with proper formatting
techniques and demand special care of dignity and designation of
the officer.

(iv) is the soul of today’s business.
(v)  Give an example of Complimentary Close.

(vi) Signs or symbols to make the correction are provided in the

of the document.

(vii) It is Downward Communication and issued periodically.
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EE
E

3. feumu 79edi 4§ fordl 6 U941 o I T | 6x1=6

(1) Data series H# % Hed (Total value) % Y% Value % Proportion
=1¢ TGRIA L 8 | 39 =1E 1 TH Fd3T |

(11)  AutoFit feature * o row 3 column &l

adjust fpaT ST Tehat B |

(111) Dataﬁmmw row IT column H 3TT(d TNd-T bl Uk
forw a9 T HaT 2

(iv) & Excel Worksheet @eit it &, dl Cell 981 & =ML
(Active) & ST 2 |

v) Tafafea Comparison Operators 1 TSI fafau

(a) <=

(b) <>

(vi) Cell ¥ Formula AER T & dlg, Enter Key Eﬁﬁ 9T, Cell T hdd

_ feEmc@?
(vii) Normal View <l Ush Working area, outline tab %, Ell
e DIt TR (images) o1 fe@Td 2 |
4. feumu 6wt # @ fordl 5 awi & s & | 5x1=5
(1) - * 1 transition slide shl T (speed) &l Rt feam s

HohdT & 3N slide H (sound) TS &1 ST Fehell 3 |
(ii)  PowerPoint &l [ HE h %ﬂ'{ shortcut key 9drsu |
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3. Answer any 6 out of the given 7 questions. 6x1=6
i) Charts show the proportion of each value to the total value in a data

series. Identify the chart name.

(i1))  Through AutoFit feature row and column can

be adjusted.

(iii) What will you do to prevent unwanted changes in a row or column

without removing the data ?
(iv)  When an Excel Worksheet is open, cell __ is already active.

(v)  Write the explanation of the following Comparison Operators.
(a) <=

(b) <>

(vi)  After typing the formula in the cell, when the enter key is pressed,
only is displayed in the cell.

(vii) One of the working areas of Normal View is Outline tab which

displays small images called

4. Answer any 5 out of the given 6 questions. 5x1=5

(1) By one can control the speed of transition slide and add

sound in the slide.

(ii)  Write the shortcut key to close PowerPoint.
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Gii) Tr=fRagd ¥ @ +9-97 section slide layoutﬁ Tg1 gran 2
(a) Animation
(b) Chart
(¢c) Lists
(d) Titles

(iv) 94t slides sl ThiUsh ¢@d & fou fA=fafga @ 9 forges i foman
T 8 ?

(a) Slide Sorter view
(b) Slide view
(¢) Normal view

(d) Outline view

(v)  T99 (memorandum) s F=faiaa = foru feafiga guwor <1 e Gitra
®Y AT ST 8

(a) AN I9AM (internal use)
(b) ST I9AMT (external use)

(c) fIU=TiE I9AM (formal use)
(d) A ST (legal use)

(vi) _%Fﬁ fafsre website &1 Teh unique address @Tﬂ % |

5. feuwmuw ¢ uwi # @ fohedl 5 991 o I AT | 5x1=5
(i) ISP full form fefgu |
(i) St "yvl fova ® el ! SgdT 7 |
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(iii))  Which of the following section does not exist in a slide layout ?

(a) Animation

(b) Chart
(¢) Lists
(d) Titles

(iv)  Which of the following is used to see all slides at once ?
(a) Slide Sorter view
(b)  Slide view
(¢) Normal view

(d) Outline view

(v) A memorandum (memo) is considered a brief form of written
communication for :

(a) Internal use
(b) External use
(¢) Formal use

(d) Legal use

(vi) The is a unique address of a particular website.

5. Answer any 5 out of the given 6 questions. 5x1=5

(1) Write the full form of ISP.

(11) Internet connects millions of all over the world.
341 Page 9 of 15 P.T.0.
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(iii) TfeRaT 39 HFREX H 3’9 Al o E-mail addresses ¥R T ATad
21 39 Outlook ¥ f=feiflgd @ & oA features T ITANT T TtlT%Q ?

(a) Tasks

(b) Appointments

(¢) Contacts

(iv) 94" E-mail addresses @l 9ga™ sign ¥ 1 T 7 |

(v)  Gmail T __ product 8 | (T I gHw)

(a) Microsoft

(b)  Google
(¢c) Yahoo
(vi) E-mail %! e, TS I1 SHRE (manpower) SHI _ #HTRN

1 STETIhar Tl il | (Physical/Non-physical) (¥ifaes / TR-sitfaer)

6. feuTu guedi # 4 fordl 5 a9a1 & I difv | 5x1=5
(i) Tl B8 TE mails el § @I SGT 7 |

(Trash folder/Chat folder)

(i) H Th Afh 8 gE Ak ° 9™ (WY]) herar @ 3 atE
Computer virus W Tsh HF § G FFY H ol 3 |

EIEES (Biological)/Boot sector)
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(1i1) Nikita wants to store the E-mail addresses of her friends in her
computer. Which of the following features in Outlook should she
use ?

(a) Tasks
(b) Appointments

(¢) Contacts

(iv)  All E-mail addresses are recognized by __ sign.

(v) Gmailis a product. (Select one)

(a) Microsoft

(b)  Google
(¢)  Yahoo
(vi)  E-mail does not require components like pen, paper or

manpower. (Physical/Non-physical).

6. Answer any 5 out of the given 6 questions. 5x1=5

i) All deleted mails are placed in the folder.
(Trash folder/Chat folder).

(i1) A computer virus will pass from one computer to another

computer, like virus passes from person-to-person.

(Biological/Boot sector)
341 Page 11 of 15 P.T.0.
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(iv)

(v)

(vi)
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E-banking _ ST T 3T 8 |

I Teh HF ARRR g TERT TN Hreqel J-Rd 1 9dl e+ 3R

30 geH & foTu foman S 2
(a) Antivirus
(b) Computer virus

(¢) Worms

ey 3T Hsh{Hd (infected) % g IRE 9gd dl % €Y
Thefdl ® |

(a) Wi

(b) WA g3

(c) hIeiS

(d) wREHE

SIS | 39Uy & ATRT foerg & 9™ «qisu |

Uz @
(Frearoies TR & ) (30 &)

OFTR FIT W 130 T8 5 3941 § @ 81 3 yo71 & I v | I9% 97 & IH

20 - 30 71551 7 FT | 3%9=6
7.  FHNHb AR ST TW@H o fohral al aliehl &l faTRaT |

8. TR JATMYT (motivation) 3T =&l AT & fi= 3T ERIEU

9. Excel ﬁ, Drag-?::ﬁ'{—Drop ggfd 99T Freeze Panes 1 T4 iU |

10.  TET (Relative) 3T X481 (Absolute) Referencing <h1 &Y T Ui hifom |

11. faf9s R & ITmerdisti & A9 9dTsy |
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(iii) E-banking is the example of __ virus.

(iv) It is a computer software used to identify and remove computer
virus :

(a) Antivirus
(b) Computer virus

(¢) Worms

(v)  Virus spreads very fast through networks and infected
(a) Mind
(b)  Pen drive
(c) Keyboard
(d) Mouse

(vi) Name two Operating Systems available in the market.

Section B

(Subjective Type Questions) (30 Marks)

Answer any 3 questions out of the given 5 questions on Employability Skills.
Answer each question in 20 — 30 words. 3x2=6

7. Write any two ways to maintain Positive attitude.

8. Differentiate between Internal Motivation and External Motivation.
9. Explain Drag-and-Drop method and Freeze Panes in Excel.

10. Briefly describe Relative and Absolute Referencing.

11. Name different types of Entrepreneurs.
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130 77 5 3991 7 @ (381 8 91 & 3 20 - 30 Feq) (99%) H Ffow | 3x2=6

12. HETAI TAER & di9 ekl sl 9dT8y |

13. fafafeaa Manuscript signs bl 319 91T |
/I, Z, SP

14. Toheeh TR Tepdie o Se K TE HIWT |
15. &I (Presentation) AR TR JTar 7 2

16. Search Engine T 39 91 THEd & ?

130 77 8 3941 7 @ 1387 2 3991 & 3 30 - 50 Feq! (99%) H Ffow | 2x3=6
17. Excel T Autofill & fasiwarsn = ufeaiiva $ifsw |

18. TRV 3R TATSS o s 3T~ Famsy |

19. E-mail & &g 7 a8t =1 3g@ $ifsw |

13T 19 5 3991 5 @ 381 8 971 & I 50 — 80 ¥ree] (Ic9%) H g | x4=12

20. @R I3 (Business Letter) TR SR I (Official Letter) & o= &=
AW E?

21. Excel § Formula % conceptalﬁ oy HIfVT |

22. PowerPoint Presentation tilq\ch{q & =l (steps) & R ° 1%1'@? |

23. 9% IR dlie 9d18U H E-Commerce i Avflag fomam S @k |

24. I T virus % attack 1 HYTGAT I 3T HY HH L Tohd & ?
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Answer any 3 out of the given 5 questions in 20 — 30 words each. 3x2=6
12. Write three styles of Office Correspondence.

13. Write the meaning of the following Manuscript signs.
/l, Z, SP

14. Tllustrate the difference between Workbook and Worksheet.
15. How is a Presentation prepared ?

16. What do you understand by Search Engine ?

Answer any 2 out of the given 3 questions in 30 — 50 words each. 2x3=6

17. Define the features of Autofill in Excel.
18. Write the difference between Presentation and Slide.

19. Mention any three importances of E-mail.

Answer any 3 out of the given 5 questions in 50 — 80 words each. 3x4=12
20. What is the difference between Business Letter and Official Letter ?

21. Explain the concept of Formula in Excel.

22. Write the steps to start a PowerPoint Presentation.

23. Write four ways in which E-commerce can be categorized.

24. How can you reduce the possibility of virus attack in a computer ?
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