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VS & § FGIH3 FHR & 97 &, Tala @8 & H [d9TRF THR & Jo7 & |
120 7T (6 + 18) = 24 ¥97] H @, IHIGaR %) 3 52 & 37aiea (fewan) aq §
(6+11)=17 Fo71 & FH g7 & /

fod? a9y @vg 3 g Jo71 &1 T8l H7 7 FH BT JI714 1637 T =F05T |
GUE & : TGS JHR & T97 (30 37%)

(@) 37 @US 5 6 F97 & |

(b) 3GH HI THRICHF JHT 767 & |

(c) 13 TG 4591 % S7gaR #Ifg |

(d) ¥ % 97 / 97T & GrH3 TET bl B Iooiid 1537 7 & |

TS @ : [d5THE JHR & J97 (30 %) :

(@) 39 @8 718 F57 & |

(b) IHIgaR &1 11 J97 #7 & |

(¢) 137 717 f359 & 31gar Fifarw |
(d) Fcd% J97 / 91T & &H7 Teled bl T Fooid [#37 T 8 |

QUe &
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TR v R feu 71U 6 9971 § & fhgl 4 & I ST | 4x1=4
) HISE, HHARAT AN ATGhl o &g H IcdIgh 3N
sl weyl § Ae 4§ |

(ii) PPT 9 3719 7 99gId & ?
(iii) Uget digt ok Il skl gieTivg hifve |
(iv) 7 G101 4 fohegi &l BN 1 (green jobs) ! faiRgu |

(v) ‘NEP, 2020’ %1 U &9 (full form) ST |
(vi) TIIETT Weh UHT U g Sl 3T F=TeH oh T H 7 |
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General Instructions :

(i) Please read the instructions carefully.
(it)  This question paper consists of 24 questions in two Sections : Section A
and Section B.
(iti) Section A has Objective type questions, whereas Section B contains
Subjective type questions.
(iv) 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.
(v)  All questions of a particular section must be attempted in the correct
order.
(vi) 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.
(vii) 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)
1. Answer any 4 out of the given 6 questions on Employability Skills. 4x1=4
(i) skills contribute to productive and harmonious
relations between employees and customers.
(ii)  What do you understand by PPT ?
(iii)  Define first generation entrepreneur.
(iv)  Write any two green jobs in water conservation.
(v)  Give the full form of ‘NEP, 2020’.
(vi) A startup is a company which is in the stage of its
operations.
1-341 Page 3 P.T.O.
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few w7 ywi ° 9 foredl 5% IR iR | 5x1=5
()  Torgl T YR % IR 931 (business letters) T Ieci@ HINT |

(i)  MfrepTieh o=t | 3Cs &1 Ted & g, 3R TS |

(iii) T T N SN g g Wl fafvE wro 9 fore
ST & S M1 ST T@HET, SARET €3 3TehNd T, I T qid
fofar @ amife |

(iv) e SATU-RIl gRT 319 STefieeli sl aftieh o ghg 1 Tiehid, aad
3R gl & THRNH o forw fofq fopu S aret o & 99 w1 A
AT |

(v) ‘T@ﬁiﬁ (manuscripts) T ‘Stet’ T TN * %I'Q Tomam
Sl

(vi) Wigfrfd @ = 90 saW @ fou foRq @ohal a1 egl w1 S foRRn
ST 8 2

(vii) wigfafu &  @ehd 1 AN % fou feman tmaT B |

feuw 7w 7yl 0 @ foRdl 6 % I AT | 6x1=6

(1) T&EW (document) I Open, Save 3N Print o4 & @ -
ST T YA TR ST B |

(i) THHA (Excel) sl QGidAd G0 {Ehice ®1 9 HI-9T cell Gfshd g Il
2?7
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2. Answer any 5 out of the given 7 questions. 5x1=5

(1)

Mention any two kinds of business letters.

(i1) 3Csin official letters refer to correctness, and clearness.

(iii) letters are written by one official to another for various
reasons like maintenance of secrecy, drawing personal attention,
expecting quick decision on the matter, etc.

(iv) Name the letter drafted by senior officers for grant of annual
increments, salary and leave adjustments to the subordinates.

(v)  ‘Stet’ is used in manuscripts for

(vi)  Which signs or words are used to indicate a fresh paragraph in a
manuscript ?

(vii) This sign Z isusedin manuscripts for

3. Answer any 6 out of the given 7 questions. 6x1=6

i) button is used to Open, Save and Print the document.

(ii)) By default which cell is active while opening an Excel ?

1-341 Page 5 P.T.O.
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(iii) TS (Excel) # A10 ¥ A23 7% & T W (cell range) ! fohE TR
ECIRIES I A

(iv) TH.TH. THA (MS Excel) ¥ ffafgd @ @ $i9-81 9190 % (valid
function) g7 27?
(A)  Sum()
(B) Count()
(C) Subtract()
(D) COUNTAO

(v) QEF@F[ (Excel) Sl 38 fa=IwdT (feature) <hl ERIEY S| multiple cells ED)
Sredt 8 3R T8 cell s fawa-a&g (Contents) &l hirgd &l B ?

(vi) T, S&AEs ! @& (horizontal) 9 H fife el =Tgdl g | 98 T8
% fop TfHfa—ITa (orientation) 3T SEIT T Hehell & ?

(vii) Comparison operators =l &l TH 2|
4. fou w6yl # @ fohedl 5 I ENTC | 5x1=5
1) Times New Roman, Cambria, Arial o e B |
(i) T@EE FE = (Slide sorter view), TEdihol § Al TAREH hi
&l fe@mar 7 |

(111) Hlol{l-olTéd JS=e3H (PowerPoint presentation) T ot ESSIESS o SR
(titles) H UheH Tk &l HIC 2189 (font type), ATHR T TT HT JAM
F & faw 31y ST RN 4T |
(A) TS Hiet
(B) WIsdd HIEX
(C) UHHIE (Animation)
(D) TS HIEX

(iv) &< 39 sl SH-H d9 77 4R g 2

(v)  3&0e o foru fenegl 2 g &l gorl o I Tt |

(vi) Tafi geer & foredl Q1 3-pmd & 7 farfEu |
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s
(iii) How does one specify cell range from A10 to A23 in Excel ?
(iv)  Which of the following is not a valid function in MS Excel ?
(A)  Sum()
(B) Count()
(C)  Subtract()

(D)  COUNTAQ

(v)  Name the feature of Excel that combines multiple cells and centers
the contents of the first cell.

(vi) Rashi wants to print a document in horizontal format. Which
orientation of the page can she use ?

(vii) Another name of Comparison operators is

4. Answer any 5 out of the given 6 questions. 5x1=5
(1) Times New Roman, Cambria, Arial are examples of
(i1)  Slide Sorter view displays the of all the slides in the
presentation.

(iii) To use the exact same font type, size and colour in the titles of all
the slides in a PowerPoint presentation, you will :

(A) Use slide sorter
(B) Use file master
(C) Use animation

(D)  Use slide master
(iv) What are the three basic categories of Search Engine ?
(v)  Write any two major Search Engines for the Internet.

(vi) Name any two different types of E-Commerce.
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mym
s
5. feuTw 69w d @ fohegl 5% 3T AT | 5x1=5
() g ol H fewiee MR (default operator) 2 |

(i) ‘HTTP 1 U &9 (full form) fIfay |

(iii) Tor" ®leel § Seb 3-Hed Bldl 3 ?

(iv) 3-8 H BCC &l 7 3719 3 ?

(v) 39 Thi3e H Ush TR UEm giar 8, o8 s el
i

(vi) TF<Z WaH (text box) W WA (mail) & 3L @l T § for@

2|
6. feuTw 6uwi o ¥ fordl 5% I ST | 5x1=5

)  @eft gefera fohu T @CY (saved messages) Bioel H 39Ty
B8 |

(i) YR Gsh 39HR (malicious) IS &, S T&F I G
T T S (copy) ek AU Qﬁﬁ (replication) SHT T & |
(A) Worm

(B) Program
(C) Virus
(D) Replicate

(i) THTRE TiFaT 1 Teh 3G 2 |
(A) G YA (Security utility)
(B) ¥ A% (Business software)
(C) Y= 9UTedl (Operating system)

(D) 3AYhIeh HTFRR (Malicious software)
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Answer any § out of the given 6 questions.

(1)

(ii)

(iii)

(iv)

(v)

(vi)

is the default operator in Search Engines.

Write down the full form of ‘HTTP’.

Which folder contains junk e-mails ?

What does BCC stand for in e-mail ?

prepp
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5x1=5

An e-mail account includes a storage area, which is often called a

Summarizing the purpose of the mail in the text box is

Answer any § out of the given 6 questions.

@)

(ii)

1-341

(iii)

All saved messages are available in the

A computer

copying itself to other programs.

(A)
(B)
(C)
(D)

Antivirus software is an example of a/an

(A)
(B)
(C)
(D)

Worm
Program
Virus

Replicate

Security utility
Business software
Operating system

Malicious software

Page 9
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(iv) B AYSNH T (malicious programs) g, S foreft
Y T JHEH L Tehd & TG o Jfdehid (replicate) Tal Ld |

(v)  ShH-H Y= OISl (operating system) STERE ¥ 1 YHTfad Bidl 8 2
(A) Linux 3R Mac
(B) MS Excel
(C) E-mail Virus
(D) DOS

(vi) VIRUS =1 Ui &9 fofEu |

LCLCRC
(ToraraTes TR & T9) (30 37R)

TR FIVT W 130 T0 5 J941 § & [H41 8 & IH 97 | Ied% Y97 HT IH
20 - 30 7551 7 T / 3%9=6

7. 3 BT FNH 7, S AlHT G (active listening) ! JATfd HLd & ?

8.  Sffad H 19+ ol eAafedyd W+ o foTu =aferd sl foh 1ot Bt 19T =gy 2

9. 3 geh3fic H 9Tk (row) 3T ¥ (column) sl hEl Gﬁ@ﬁ ?

10. 79 & e & alieni @1 3g@ i |

11. U9 S (green jobs) % 91 ®IIC & ?
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(iv) are small malicious programs which cause harm at a

certain point of time but they do not replicate.

(v)  Which operating system is less affected by the virus ?
(A) Linux and Mac
(B) MS Excel
(C) E-mail Virus

(D) DOS

(vi)  Write the full form of ‘VIRUS’.

SECTION B
(Subjective Type Questions) (30 Marks)

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

7. What are the factors that affect active listening ?

8. What traits should one follow to manage themselves well in life ?
9. How would you add row and column to a worksheet ?

10. Mention the ways to cope with stress.

11. What are the benefits of Green Jobs ?
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130 79 5 3991 7§ @ fF51 8 & I 20 - 30 s3] (I9%) 7 dforw / 3x2=6

12. 318 (letters) &l scAteh T8 (Block style) i T8 Hifv |

13. TorHEl 7EIe (draft) 1 3 A o fou fFfafad geha s yefia =t 8 2
1) Ctr

i) le

(111)

(iv) !
14. 9RF (Row) R T (Column) % &= 3R SdTsT |
15. SRl (Presentation) 3T 8 ? 8k &I 3TN & ?

16. S-hiqd w13 ?

13T 17 8 7991 7 @ 812 & 3T 30 - 50 Fsg! (I9%) H o | 2x3=6
17. Teheeh o1 ¢ ? 39 ThE TR Save 3R Print foham Sar 8 2
18. ‘TfaTCETT?{Zﬁ Iqasy fafe view options T 3 ? Wﬁ%& |

19. 3-U U o T B hl h8 WAl ST Hehdl & ?

13T 17 5 3971 7 @ f81 8 @ I 50 - 80 155 (IF) H Ffaw | 3xd=12

20. T WRER #1722 9 TR & @il =Rl % 9™ 9d185U |

21. 3TReE =01 % ? MUTH™ (mathematical) ATReH <Rl Wﬁﬁm |
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Answer any 3 out of the given 5 questions in 20 — 30 words each. 3x2=6

12. Explain Block style of letters.

13. What do the following signs represent for correcting a draft ?
(i) Ctr
(i) Ic
(ii1)
(iv) !
14. Differentiate between Row and Column.

15. What is a Presentation ? What are its uses ?

16. What is E-Commerce ?

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

17. What is a workbook ? How is it saved and printed ?
18. What are the different view options available in PowerPoint ? Explain.

19. How can a file be sent with an E-mail message ?

Answer any 8 out of the given 5 questions in 50 — 80 words each. Ix4=12

20. What is official correspondence ? Name the different types of official

correspondence.

21. What are operators ? Explain mathematical operators.
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[ 4 [s]
ERE
22. faltm yoR & wse «13mse (Slide layout) & ™ SATsU | 3194 3fesd A=
(layout) ! T4 o TN shl STEAT HINT |

23. 3T FHFY Pl IH H T % (¢ A9 fohdd Fradm= W fo=m & ?

24, T 3o i it T | T §99 o TTEAH O HEAT ITH S o 1 T0T § 2
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22. Name the different types of Slide layout. Explain the steps for selecting

the layout you want.

23. What precautions will you consider in order to keep your computer safe

from virus ?

24. Define Search Engine. What are the steps of finding information through a

Search Engine ?
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