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General Instructions to the Candidate : 
1.  34

Functional English

This Question Paper consists of 34 objective and subjective types of 
questions including Section – A and Section – B. Section – A consists of 
questions related to the subject Information Technology and Section – B 
consists of the questions related to Functional English. 

2.  

This question paper has been sealed by reverse jacket. You have to cut on 
the right side to open the paper at the time of commencement of the 
examination. Check whether all the pages of the question paper are 
intact. 

3. 
Follow the instructions given against both the objective and subjective 
types of questions. 

4.  
Figures in the right hand margin indicate maximum marks for the 
question.

5.  15 

The maximum time to answer the paper is given at the top of the question 
paper. It includes 15 minutes for reading the question paper.
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SECTION – A 

I. 

 7 × 1 = 7 

 Four alternatives are given for each of the following questions / incomplete 

statements. Choose the correct alternative and write the complete answer along 

with its question number and alphabet : 

1.  

(A) —  

(B) —  

(C) —  

(D) —  

 In a worksheet, page break preview is available under 

(A) View Tab — workbook views group  

(B) View Tab — page setup group 

(C) Home Tab — Cells group  

(D) Home Tab — Workbook group 

2.  

(A)  

(B)  

(C)  

(D)  

 Switch windows option helps you to 

(A) Switch off windows operating system  

(B) Move from one workbook to the other 

(C) Switch on windows operating system  

(D) Merge one workbook with the other 

3.  

(A)  

(B)  

(C)  

(D) 

 If the presentation is to be made to an audience, the option to be used is  

(A) Browsed by an individual ( window  ) 

(B) Presented by a speaker ( full screen ) 

(C) Setup slideshow  

(D) Browser at a kiosk ( full screen ) 
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4. 

 

(A)  (B)  

(C)  (D)  

 In a digital presentation, for grouping of objects like pictures, clip art, 
shapes and text Box, the tab to be used is  
(A) Design (B) Insert 
(C) Format (D) Home  

5.  

(A)  (B)  

(C)  (D)  

 Tasks do not include the following Action Item 
(A) Booking ticket (B) Booking a conference room 
(C) Reminder for completing work (D) List of grocery items 

6. 

………………. .

(A)  (B)  

(C) (D)  

 With reference to the database Columns : Fields :: Rows : ………………. . 
(A) Records (B) Views 
(C) Tables (D) Groups 

7.  

(A)  (B) 

(C) (D)  

  Identify a DBMS in the following  
(A) Microsoft Access (B) Microsoft PowerPoint 
(C) Microsoft Excel (D) Microsoft Windows 

II.  3 × 1 = 3 

 Fill in the blanks with suitable answer :  

8. 

........................ . 

 The option used to add values in cells automatically without using formula 
is ................... . 

9. 

........................ . 

 The software which allows the user to respond to other users' meeting 
request is ................... .  

10. 

........................  

 In a Relational Database Management System, the data is organized           
as .......................... . 
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III. 11. A- B-

 4 × 1 = 4 

  The different charts of a worksheet are given in Column-A and the factors 
they show are given in Column-B. Match them and write answer with 
alphabet : 

A-  

Column-A 

B-  

Column-B 

i) 

Area chart 

a)  

shows legend of the chart 

ii)  

Bar chart 

b) 

shows variations over a period of time

iii)  

Line chart 

c) 

 

shows relative importance of values over time 

iv)  

Column chart 
d) 

 

shows comparison between items for a fixed 

period of time 
 e) 

 

shows relationship of changes in data over a 

period of time 
 f)  

 shows horizontal and vertical axis 
 g)  

 shows details of data points. 

IV.  6 × 1 = 6 
 Answer the following questions : 

12. 

 
 How can you add a page number at any point to your word document ? 

13.  

 Write two methods of inserting a movie clip in slides. 

14.  

 How do you create a note in calendar application software ? 

15. 

 
 Write the benefits of assigning names to cells in a worksheet. 

16.  

 Why primary key is used in DBMS ? 

17. 

 
 Write a difference between a Flat file and Relational database. 
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V.  5 × 2 = 10 
 Answer the following questions : 

18.  
 Mention any four advantages of networking. 

19. 

 
 Write one difference between font face and font size option. How these 

options are useful ? 

20. 

 

 Mention any four points to be considered while making an effective 
presentation. 

/OR 

 

 
 What are speaker notes ? How speaker notes can be used for effective 

presentation ? 

21. 

 

 List any four data types available under Numeric type. 
/OR 

 

 

 List any four data types available under Alphanumeric type. 

22. 

6.00 7.00

 How can you implement your prayer schedule between 6.00 am and           
7.00 am everyday using calendar software ? 

VI.  4 × 3 = 12 
 Answer the following questions : 

23.  

 (i) (ii)  
 (iii) (iv)  

(v)  (vi)  
 Explain the uses of following options in word processor : 
 (i) subscript (ii) superscript 
 (iii) change case (iv) sentence case
 (v) tOGGLE cASE (vi) Upper case 

24. 

 
 Explain the procedure to create a word press Blog account, posting content 

and publishing the post. 
/OR 

 

 
 Explain the procedure to use an Instant messaging account for using Yahoo 

messenger and chat with existing contact. 
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25.  

 Explain any three types of views available in the spreadsheet. 

26. _ _ _ _

_

 Explain the steps involved in creating a table by name Employee having 
fields Employee_Id, Employee_Name, Employee_Address, 
Employee_Department, Employee_Phone.no. Insert one record into the 
above table. 

VII.  2 × 4 = 8 

 Answer the following questions : 

27. 

108 

A B 

01 106 
02 107 
03 108 
04 109 
05 110 

 A Table of a worksheet is given below. With reference to this worksheet, 
explain steps to highlight the values that are greater than 108 and fill them 
with different colours. 

A B 

Serial Number Value 
01 106 
02 107 
03 108 
04 109 
05 110 

28. 

 

 Explain the steps to insert a clipart in a word document. How do you insert 
the image of our National animal to your word document ? 

/OR 

 

 

 Explain the advantages of introducing section breaks in a word document. 
Explain the steps involved in seeing a section break. How can you remove 
section break ? 
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SECTION – B 

I. Four alternatives are given for each of the following questions / incomplete 
statements. Choose the correct alternative and write the complete answer along 

with its question number and alphabet : 3 × 1 = 3 

29. Identify the passive voice of the sentence "Hariprasad had to revise the 

Question paper" 

(A) The Question paper had to be revised by Hariprasad 

(B) The Question paper has to be revised by Hariprasad 

(C) The Question paper have to be revised by Hariprasad 

(D) The Question paper is to be revised by Hariprasad 

30. "I am ready to climb the Himalaya mountains".  

 The underlined word in the above sentence is a/an 

(A) Adverb (B) Adjective 

(C) Pronoun (D) Noun 

31. Identify the modal in the sentence given below : 

 "May I help you" ?  

(A) May (B) I 

(C) Help (D) You 

II. Fill in the blank with suitable word given in the brackets. 1 

32. The words used to connect phrases and words are .................. .  
   ( prepositions, conjunctions ) 

III. Answer the following question : 2 

33. Classify the following into Adverbs and pronouns. 

 Myself, hardly, themselves, happily 

IV. Answer the following question : 4 × 1 = 4 

34. Fill in the blanks with the appropriate prepositions given in the bracket. 

i) Anusha had ............... all fruits.  ( eat, eaten )  

ii) The baby was ................ when the mother reached home. 

    ( sleeping, slept ) 

iii) Rani chennamma ................ the English armed forces with a lot of 
bravery. ( fought, fighting ) 

iv) The smile of the lady in Monalisa painting is ............... in a splendid 
way. ( portrayed, portraying ) 

OR 

 Fill in the blanks with the appropriate word given in the brackets : 

i) The teacher started shouting ............... Rajeshwari entered the class. 

  ( as soon as, as far as )  

ii) Rama went to see the Mysore palace day before yesterday .............. it 
was closed. ( and, but ) 

iii) I need ............... kilo of sugar for preparing Mysorepak. ( the, a ) 

iv) Sheela snatched ............... wallet yesterday. ( mine, my ) 
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