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HIIT 133971 B €17 & TG |
57 J97-97 7 §1 @US] H 24 97 & : WIS & X @IS @ |

GUE & I Jigi43 PR & J¥7 8 aile @8 & § [d9THE JHR & J97 8 |

139 77 (6 + 18) = 24 Yo7 # @, IFHIGaR 1 3 5 & SRd (HfHTH) G5 H
6+11)=17 557 & IR &7 & |

f&dt 9y @vg & gyt 3991 &1 G&l 4 4 7 H7 TG 37 ST 15T |
GV & : TGS JHR & J97 (30 37%)

(a) 39 GUSH 6 975 |

(b) HIF THRICHF b7 781 & |

(c) 13T 7 [3wr & S1gar #ifrg |
(d) Icdeb F97/ YT & GrHT T bl 7T Ioci@ 197 T 8 |
GUE & : [999H/E JHR & 97 (30 37%) :

() 39 @UE 518 Y97 8 |
(b) TR H 11 J97 37 & /
(c) 13T 7@ 3537 & 3rgar Fifaw |

(d) Fcd% J97 | YT & GrE+ 3Te12d 37b] BT Iooid 1537 TI7 & |

Qug &
(TEgfs T9) (30 3i%)
TSR I3 T eU U 6 Ioa1 0 & forrgl 4 T9a1 & I & | 4x1=4

(i)  9fc d&g " L I0F g, 91 I8 TohH TR o1 @& B 2

(i) e TR 1 ANTRON § i JHR T& 7, Wg Ak 399 TN 6
TehdT @ ?

(i) ¥ (cell) ¥ ThE Bt =l e o fofw fohE @& (symbol) T S
fopar ST B 2
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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) If a goal is attainable, then which kind of goal is it ?

(ii))  In which type of motivation is there no reward, but one can derive

satisfaction from it ?

(iii)  Which symbol is used to add any formula in the cell ?
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(iv) I TRL (text) ol &MU, TC 1 9 H GHEING (set) Tham S &, @
Ig &1 (function) FT HgATdl g ?

(v) 38 ARk 1 W Tdfay feq stferan Hiv 3aared o fog 78 3K 3=d
Trenfiehl & |

(vi) TIE3TT (Startups)ﬁ M qglq hl dTdTILUT (ecosystem) TN HH & %FQ
YT ThR g hiF-Hl T8 hl 75 & ?

2. feuwuw 79ei 9 fopgl 5 991 & I EINT | 5x1=5
(1) HER 5 ﬂ_*rQ ﬁ‘ﬁﬁﬂl’ (E-correspondence) ft st
At 3 R |

(i) B2B 3R C2B 1 YU &9 (full form) fARaT |
(i) FH WYHM g oTaike Yemed o fou fgw St & & fou

_ m M R AEr R |

(iv) SAa-fawr feouft an Iawepr fewauft =61 gou ™ 2 |

(v) I BT TR 91 o [oTd ATk i _ Hehdl (signs) H
JuTT ITH T ey |

(vi) ——»| 39 ©& (sign) 1 Y fafEu |

(vii) HISH (margin) § #T (matter) &l SoH % U fpe A=ffore =&
(manuscript sign) T ST T ST 8 2

3. Tuww 79wl # & foredl 6 991 % I AT | 6x1=6
i) e B (Excel form) feemn 2 |
(i) EHlee ¥ HH-H TH FATE (commands) Quick Access TATR (Toolbar)
HEd g ?

(iii)  Fill handle &< (cell) % % (corner) ® feam Smar 2 |
(iv) 39 mouse action EN) ﬂ_'ﬂo@Q ISISED ol ‘{ﬁ Tq (row) &l faciee (select)

fere S 2 |

(v)  Gfsha A (Active cell) TSI (spreadsheet) 1 < (component)
2 | (@&l = 7e7er)

(vi)  Cell contents &l 9ﬁ€T [ ®I<5|-\1 & Rfi'{, q?g\'i%f (method) b1
W feRam ST R |

(vii) fafme afxe (specific row) IT hicTH I lock L & fau B3l
TR fepam <A |
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(iv) If a text is set towards left, right or center, which function is it called ?

(v)  Name the person who introduced a new and innovative technology to

maximise agricultural produce.

(vi)  Which is an initiative of the Government of India that intends to

build an ecosystem for the growth of Startups ?

2. Answer any 5 out of the given 7 questions. 5x1=5
1) E-correspondence has also become extremely essential for
business.

(11)  Write the full form of B2B and C2B.

(iii) is used by the competent authority for issuing

instructions for internal administration.

(iv) The other name of Inter-departmental note or Unofficial note is

(v)  To become an efficient Office Assistant one should attain mastery in

signs.
(vi) ——»| Write the meaning of this sign.

(vil)) Which manuscript sign is used to insert the matter in the margin ?

3. Answer any 6 out of the given 7 questions. 6x1=6
(1) An Excel form is part of the

(ii)) By default, which three commands does Quick Access Toolbar
contain ?

(iii)  Fill handle is provided in the corner of the cell.
(iv)  Write the mouse action by which the entire row gets selected.
(v)  Active cell is a component of spreadsheet. (True or False)

(vi) To move the cell contents only a short distance, the
method is used.

(vii) is used to lock specific row or column.
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4. feuu 6 uwl °§ 9 fordl 5 9wl & I AT | 5x1=5
(1) TRt :ﬁZ'H (Speaker Notes) T %@3113?.'{3[ (Handouts) * %ﬂl Torg
GTFeaTL <1 T fopam STaT 8 2
(ii) IdHM TARE (current slide) I TR TWH W fe@mg <ar 2 |
(ili) IAHH TAES (current slide) ¥ T (Presentation) I® Hi
fou wiidene (shortcut key) B
(iv) 3@ W M (document) hi % fofu 80 &= 399 (Search
Engine) ! Qareti &l ATa9Ihdl Bid! 2 |
(v) 99 SRR (Web Directory) =hl Tsh 3q18L01 % |
(vi) “qT (Google)” %I Ui €Y (full form) faifaT |
5. ﬁ{qnqsmﬁﬁW5wﬁé;waﬁm 5x1=5
(1) o< (search ) ®|c5|-1 & o [(fG ST (operator) <hl v TR
EicI
(11) S‘f\@?ﬂ o< ‘f{\_rF-l (Indian Search Engine) hgl SITdl % R q8
T g powered IERIRIE % |
(iii) 799 TSRSl @ 99eh U Wad & foau Teh caid 3N g&d1
Tt (FTEM) ® |
(iv) ‘s’@ﬁ'ﬁﬁ% Td (Electronic mail) Eq) - T R (store) foRa
I |
(v)  39% Gmail page + TH HUST (compose button)
fEnmn g |
(vi) Hul faeet (compose window) & = (bottom) T 3T _
3ATSHA (icon) Ush I1eTHS ohl Telid HidT & |
6. TeuTu 6wl # O fordl 5 T & S AT | 5x1=5
() Tt 828 (deleted) T8 HA (mails)shl BTG AT 7 |
(i) IRREAT (Viruses) 1 SFTehI0T IehI _ Tfd R FGER h
SR 9T TR Srar 2 |
(iii) I IRH Th IRE 7 |
(iv) HEIEL H AR HhAU 1 &I HRU 7 |
(v) SR ® 3IUetey foheal @ J=Teld YOTTferll (Operating Systems) ohl
i%’li\@Q |

(vi) JRE, U LANS i T5¢ S 3T GehHd i o T S

ST 7 |
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4. Answer any 5 out of the given 6 questions. 5x1=5
i) Which software is used for Speaker Notes and Handouts ?
(ii) Panel appears on the right-hand side of the current slide.

(iii) The shortcut key to start a Presentation from the current slide is

(iv) We need the services of the Search Engine for the
document on the Internet.

(v) is an example of Web Directory.

(vi)  Write the full form of “Google”.

5. Answer any 5 out of the given 6 questions. 5x1=5
i) operator is used to expand the search.
(i1) is called an Indian Search Engine and it is powered by
Google.
(iii) is a quick and inexpensive way to stay in touch with the

near and dear ones.

(iv)  Electronic mail is stored in the

(v)  The compose button is provided on the side of your Gmail
page.

(vi) icon at the bottom of the compose window refers to an
attachment.

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

i) All deleted mails are placed at the

(i1)  Viruses are classified on the basis of their nature of and
behaviour.

(iii) Computer virus is an virus.

(iv) is the main reason of virus infection in computers.

(v)  Write any two Operating Systems available in the market.

(vi) virus has been known to damage and infect the entire
LANS.
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wUE @
(Tersarotes we) (30 37%)

TR HIT W 10 70 5 Jo71 § @ ] 3 o1 & I 0 | 9% J97 & I
20 - 30 ¥rs51 7 FT | I%9=6

7.

foreht fafsrse safthea &1 9l & ot 9 AFCE! (Wed) & 9 fafae o
3! T HIT |

8. 31 ¢ qlehl @l e Hie 96 g g9 INUEFgE! (result-oriented) &9
gehd & |
9. T (Excel) plcra | @ (data entry) & forad TR %, 3 W fafigu 3ik
I8 TI HINT |
10. 39 TEdA (Excel) § ®HE U=t (Format Painter) T ST 8 4T 2
11.  9MEISeh ITH 9 3 2
130 79 5 Y991 7 @ fa-a1 3 FoI & I 20 — 30 Fsal i@ | 3x2=6
12. TR 9IER & G T o 99 fafge |
13. Trfafaa gerdi =1 319 fafgn -
wn, SP, //, #
14. U (row) 3 HicH (column) & o T 3T % ?
15. UEEige Tl (Presentation) i T2 T o =N (steps) i THSEY |
16. 94 39 (Search Engine) ! 9iaT @ |
ou 77 3 Y991 7 @ fab=87 2 Y941 & 37X 30 — 50 Fsgl 7 7 | 2x3=6
17. UwHdA (Excel) # TUMT 3fed (Mathematical operators) °hl ST
ST |
18. TAEE I (Slide Show) ¥ 3T &= THIA & ?
19. 35 (E-mail) % Jo9d %M fafau |
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(Subjective Type Questions)
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(30 Marks)

Answer any 3 questions out of the given 5 questions on employability skills.

Answer each question in 20 — 30 words.

3Ix2=6

7. Name and explain three parameters that describe an individual’s

personality.

8. Explain two ways by which one can become result-oriented.

9. Name and explain types of data entry in Excel.
10. How will you use Format Painter in Excel ?

11. Who is a Social Entrepreneur ?

Answer any 8 out of the given 5 questions in 20 — 30 words each.

12. Name the different types of official correspondence.

13. Write the meanings of the following signs :
w, SP, //, #

14. What is the difference between row and column ?
15. Explain the steps to print a PowerPoint Presentation.

16. Define Search Engine.

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

17. Explain the Mathematical operators in Excel.
18. What do you understand by Slide Show ?

19. Write down the basic action of E-mail.
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ow 77 5 Y971 7 & 51 8 ¥991 & I 50 — 80 el 7 5w | Sx4=12

20.

21.

22,

23.

24.

341

TTHH TR 3T o9 (Business) TR T 37 T8 iU |
qGﬁ\ET (formula) Hd o7 ST TS FHIFT |
TEIhil (Presentation) I 2 3T ek 1 I B 2

g9 §9 o gRI g1 ITH i & =N (steps) i AT |

fohrgl o AR U (Antivirus) TR & 90 fARIU 37 AT 391 HFR
(PC) ohl I © ¥ &= Tehd &, SATEHT shifd |
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Answer any 3 out of the given 5 questions in 50 — 80 words each. 3x4=12

20. Explain the difference between Official correspondence and Business
correspondence.

21. Explain the basic properties of formula.

22. What is a Presentation and what are its uses ?

23. Write the steps for finding information through Search Engine.

24, Name any four Antivirus software and explain how you can protect your
PC from virus.
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