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(i) P e ) AT vigT |
(i) 3ATH-ITAGIGUSIH 24 JHE : TUS & IR TUS G |
(iii) EUE & H TEGIS THR & ¥ & SIa1h GUE @ H [ TR & T ¢ |
(iv) T1eUTT (6 + 18) = 24 Y%A § @ IHIGaR &l 3 ¥ & I&@ed (3ferwan) g 4
(6+11) =17 F IR 3 |
(v)  Trdl fa9ry @ & ¥t Jo91 &) &t 28 4 T 1 3419 137 ST =11eT |
(vi) TS & : FES THR % T (30 37%F)
() TEUSHGIHE |
(b) HIE THERIHF HFA T 2 |
(c) Tou e fIden & s/7ar FIf5g |
(d) i 99 / YT % GTH STe1d 3l b1 Socid 1HAT T8 |
(vii) TS : TI9T9F THR & T3 (30 3F)

(@) SHTUSH 18 F9H 2 |

(b) SHHIGaR & 11 J37 FH 8 |

(c) Tw e fiden & sr7ar #If5g |

(d) I I3 / 9T % G T2 37ehl T Sl (a1 T 8 |

Lus-ch
(TEJTES THT o T9) (30 37<h)
1. TSR ShieTel W U T 6 Tt 8§ § foreel 4 & S v | 4x1=4
6) foreft &g o o, |, Wee ST SR A fordt safth o e
el e |
(A)  HeaiHT (Evaluating) (B)  9IW (Responding)

(C) T KT (Remembering) (D) I (Receiving)
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General Instructions :
(1) 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
1) refers to judging the value, quantity, importance and

amount of something or someone.
(A) Evaluating (B)  Responding

(C) Remembering ) Receiving

(D
%341 e " [P.T.0.]
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(i) U@ 0T 572 g8l | fet # shiSTE =il & SR <fisii 1 gredTa o ST | sfga 3Aferh

g o TTEIUTT ! JERId A & |
(A GAH (B)  ST&ehdT
C) ar%g‘@m (Extraversion) (D) WA gfd (Neuroticism)

(iii) T e (Excel Sheet) H STeT 374 & (Cells) TATAE, TSH__ al
SITAT 2 |

(iv) I TR0 § Tk ek (blank) 75 EQTEE sl STie o oq 3iTdere i (shortcut
key) o1 1 fetfaq |

(v) AT SRt (IT) Safiat s aierise i |

(vi) __ 60 ¥ gl RV TR0 ot S ferelt afiRerta o sl st st Frerdi € |
(A)  Turfaerar (Decisiveness)
(B) U= Wth (Initiative)
(C)  IiaTaheh gl (Interpersonal skills)
(D)  HATH-HE (Self-doubt)

2. feuwe 7 el | ¥ ol 5 o S i | 5x1=5
(i)  3TI=MEehHT 9 (DO letter) H ANATE (salutation) % 7T Swh W1eq fARaT |

(ii) I o IRUT sht et sciiare €2T8ed (fully blocked style) 3T 31=1 A fetfag |

(iii) & TTfereert g T TN HE T THadH, SdTeaT U, Yei=Td 371
TTIAROT AT o foTe foharm STTaT 2 |
(A) U9 (Memorandum) (B) T 31eW (Office Orders)

(C) U=k 9 (Formal letter) (D) e ffwuft (Office Note)
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(ii) People who have difficulty in meeting others and worry too much
about things, show signs of

(A)  Openness (B)  Consciousness

(C) Extraversion (D) Neuroticism
(iii) In Excel Sheet, when a number of cells are selected, it is called

(iv) Write the shortcut key for adding a blank new slide in your

presentation.
(v) Define IT Entrepreneurs.

(vi) is the ability to take charge and act in a situation before
others.

(A)  Decisiveness

(B)  Initiative

(C) Interpersonal skills
(D)  Self-doubt

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

(1) Write the words used for salutation in a DO letter.

(ii)) Write down the other name of the fully blocked style of typewriting
the letters.

(iii) is/are used by the competent authority for change of
working hours, warning letter, promotions and transfers.

(A) Memorandum (B) Office Orders

(C) Formal letter (D) Office Note

%341 e " [P.T.0.]
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(iv) digfefd (Manuscript) # Ctr. 31 31¢f fafiy |

(v) wigfafs (Manuscript) # “In Full” <1 372} {or¥ ST 3T Hehd SaT & ?
(vi) ‘Insert Hyphen’ T 9igfcif¥ Hehd (Manuscript sign) fiRag |
(vii) Wigfafs (Manuscript) # Caps %1 319l ®78 IS |

3. feuwwu 7 ywai # @ foredi 6 & ST ST | 6x1=6
(1) T Cell T fohde ThR & data idfdy (enter) %QGITFIT*%% ?

(i) HTSHIETR THe (Microsoft Excel) T fhe tab § AR AutoSum button

forer 2
(A) Format Tab (B) Clipboard Tab
(C) Formula Tab (D)  Standard Tab
(iii) Tjﬁ T T (Selected cells) o1 U O T Siied & forw e v1ee a1 gt fomam
SITAT & 2
(A) TSI (Adjust) (B) UE(Add)
(C) ol &l (Merge cells) (D) T3 (Combine)
(iv) AT T TINT Teh a?{\(value) g E;Fﬁ aﬂ(value) El SEL & foru

ToraT ST € 3T B (cell) H UfCOTTHY 3T 20N Wel (True) I17Ted (False) BIATR |

(v) ‘ﬁﬁ@T (Formulas) * %TQ ERAD JATEd & 9 fFﬁ'\@Q I
(vi) 3HTaIfhet (AutoFill) #T g 2

(vii) WW@W@HW (cell contents) 95 o fotu forer wgfer =1y feram

SITAT & 2
(A) Drag and drop (B)  Copy cell
(C)  Freeze panes (D) Edit

£g41% e #
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(iv) Write the meaning of Ctr. in manuscript.
(v) What symbolizes the meaning of “In Full” in manuscript ?
(vi) Write the manuscript sign for ‘Insert Hyphen’.

(vii) Explain the meaning of Caps in manuscript.

3. Answer any 6 out of the given 7 questions. 6x1=6
(i) How many types of data can be entered in a cell ?

(i1) In which tab will you find AutoSum button in Microsoft Excel ?
(A) Format Tab (B)  Clipboard Tab
(C) Formula Tab (D) Standard Tab

(iii) Which term is used to join the selected cells into one cell ?

(A) Adjust (B) Add
(C)  Merge cells (D) Combine
(iv) operators are used to compare one value to the other and

the resultant answer in the cell is always either True or False.
(v) Name the operators used for formulas.
(vi) What is AutoFill ?

(vii) Which method is used to move the cell contents only a short distance ?
(A) Drag and drop (B)  Copy cell

(C)  Freeze panes D) Edit

(
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OO TV
4, feuTE 6 Y3 H U forel 5 o ST AT | 5x1=5

[ N N

() ffaRad # & SH-91 T = (PowerPoint view) H 8§ T 781 & ?

(A) EEE €It = (Slide Sorter view)
(B)  UsteyW ] (Presentation view)
(C) Hda g (Normal view)

(D) %1ES 3N (Slide Show view)

(ii) feauft (notes) 37 TAgE &hwed (slide contents) & UST T
(page layout) =l J&f3id AT ® |

(iii) &FsHeT (Thumbnail) TR 2
(iv) foredi o a=t 3o ot ferfaT |
(v) _sc_m (E-commerce) =) Eﬁé a1 Aot %TF@TQ |

(vi) T (Query) Fd TT S T § (e hiaed (keywords) 139 FohT ST &, T
fohe St ST (Boolean operator) T SRITT foAT ST & 2

5. Tewe 6w # @ foh 5 o S AT | 5x1=5
faered (option) foret 3Tclﬁ 3-9d (e-mail) T 9t foT 38 ¥ (save)

0 | Hee HLdT 2 |

(i)

(A) HI TG (Save as draft)
(B) i1 (Inbox)

(C) T 3T (Sent items)
(D) 3% (Trash)

(11) et ar §-ﬁﬂ afdg ‘SﬁEI'IS?J{ (e-mail service provider) & A 1%1?@1 |
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4. Answer any 5 out of the given 6 questions. 5x1=5

(i) Which of the following is not one of the PowerPoint views ?
(A)  Slide Sorter view
(B)  Presentation view
(C) Normal view

(D)  Slide Show view

(i1) displays a page layout of the notes and the slide contents.

(iii) What is a thumbnail ?

(iv) Write any two search engines.

(v)  Write any two categories of E-commerce.

(vi) While performing a query, when more than one keyword is typed,
which Boolean operator is used ?

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

1) option helps to save an unfinished e-mail without sending
it.
(A) Save as draft
(B) Inbox
(C)  Sent items

(D) Trash

(ii)) Name any two e-mail service providers.

%341 ° " [P.T.0.]
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(iii) $-shmad (E-commerce) T g (subset) gl

(iv) ST (Phrase) @IS H d99-faam@ (Syntax) T Adae ¢ iy s &
HAE-91E9 AT |
(A)  qof form (full stop)
B) ToraEnfesres g (exclamation mark)
(C) Tom % (punctuation marks)
(D) 3E =% (quotation marks)

(v) 39« (e-mail) ﬁ?l'{_lfﬁ “‘starred’’ I1s¢ sl AT fTRgT |
(vi) @xft 3@ifed Aed (unwanted mails) T & @Y (directly)

Hleel § AT & STl 8 |
6. feumu 6 ywai # @ foredi 5 o ST ST | 5x1=5
(i) Tl 39S (e-mail) § T 1= (attachment) STied & o F=fafaa & o
ﬁﬁﬂm(icon)mwma'lm%?

(A) LI g (Stationery icon)
(B) U fFew 31gen (Paper clip icon)
(C)  gHIS 318 (Emoji icon)
(D) GIF A (GIF icon)

(i) Toreei &1 diamre di9eaa o 19 Sdmsy |

(iii) FFIH H TRITH HoHHUT T T FHRU T8 ?

(iv) T feouT g1 JHEHEE® (malicious) IS © ST FAT5E HFFL
(client computer) =l =1 Si&cT Hehal & AT THET Hehdll & AT hIS A SRR
R FEHATE |

(v) ag@wamw (Boot Sector Virus) #T g ?

(vi) HFYIT AT T qE ¥

=
£341% @ #



https://www.prepp.in

Www.prepp.in .repp

Your Personal Exams Guide

(ii1) E-commerce is the subset of

(iv) The syntax for phrase searching is to put around a specific
phrase.

(A)  full stop
(B) exclamation mark
(C)  punctuation marks

(D) quotation marks
(v) Explain the term ‘starred’ used in e-mail.

(vi) All unwanted mails are automatically transferred directly to the
folder.

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

(i) Which of the following icon is used to add an attachment to an

e-mail ?
(A) Stationery icon (B)  Paper clip icon
(C)  Emoji icon (D)  GIF icon

(i1)) Name any two Antivirus software.
(iii) What is the main reason of virus infection in computers ?

(iv) is a hidden malicious code that could alter or delete the
information of client computer or perform any other unauthorized

function.
(v) What is a Boot Sector Virus ?

(vi) The other name for computer virus is

£341% Q # [P.T.O.]
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s |00 A AR ARRETMR TV e
TUg-|
(Fererarower 9 & w9 ) (30 3iwh)

TSR 19T W 13T 78 5 J91 8 G fohal 3 & I AT | Ik 99 7 I 20 — 30 sl 7
IR | 3x2=6

7.  IIRYITT (motivation) FT & 2 ST STTTIT kT TIT HIFIT |

8. 3 UMK HUR hiTTel ohl H&T H Ieci ShifSTT ST HexT ohl T, &Y H 3T & &
g 9SH e Heg Hd © |

9. Tesfie (Spreadsheet) T ? 2 ST UfafS o =0T (steps) 1 fafaw |
10. Jaftar i fordi a1 forearat s forfa |

11. T 3T Sl o Iea=T AUFITS Sl AT Rl v i o T alieh I & 2

eU 71T 5 J91 4 @ gl 8 & ST 20 — 30 sl (cd%) H ST | 3x2=6
12. 3Ag-sciieh I3 U (Semi-block style letter) T 8 2 3Heh! 13 &F fomamd ferfaw |

13. TwfaRaa derdi i wm Hifg :
(i) Caps
(i) Stet
(iii) ;

(IV) /“ ”/

14. T A (Cell) 3R U Uferea AT (Active Cell) & sfi=r i faafia |

£g41% @ #
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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 each. 3x2=6

7. What is motivation ? Explain extrinsic motivation.

8. Briefly describe the effective communication skills that help us to

communicate the message clearly, concisely and correctly.
9. What is a spreadsheet ? Write the steps to enter data.
10. Write any two characteristics of Entrepreneurship.

11. What are the various ways to reduce the amount of waste produced in
plants and factories ?

Answer any 3 out of the given 5 questions in 20 — 30 words each. 3x2=6
12. What is a Semi-block style letter ? Write any two features of the same.

13. Explain the following signs :

(i) Caps
(i) Stet
(iii) ;

Gv) /<7

14. Differentiate between a Cell and an Active Cell.

%341 @ # [P.T.0.]


https://www.prepp.in

Www.prepp.in .repp

Your Personal Exams Guide

OO0 000 OO
15. T S5 o WIS § o1 6 STH hT ST & 2

16. 32T (AutoSum) T IR ST | AT (AutoSum) & FTHE & 2

foq 71T 8 Y991 7 @ fohel 2 & I SISIT | Tedah J99 o1 I 30 — 50 I1s<] H 17T | 2x3=6

17. TR YT (Presentation) 3 @ieH % 98 (steps) foifaw |
18. 3-Uc (e-mail) 3T TS 37N 3HF BRI WY FHIWT |

19. 9N (relative) 3R U (absolute) T ANRIN (cell referencing) & e 3@
fafau |

foQ 7T 5 Jv1 4 G fahel 3 & I GIIT | Jedeh F9 T I 50 — 80 I7se] H 1T | 3x4=12
20. 3TIMEHR T (DO letter) T § ? FEeh! fARIVATE ST T T FHIT |

21. Sifas %NTU\I (Biological Virus) 3R FFII I (Computer Virus) & o= 3
fafa |

22. G IS ohl STTATHHAT T Bldl & ? T hIfST |

23. THIA (Excel) § T o= Tohm o =meq 1 § 2 ¥7m AifS |

24, HFIL T o JTHEMEEH THE 1 € ? Tl =) fogatl T Seoi@ td gC Wy

hifere |
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15. How does one find information through a search engine ?

16. Define AutoSum. What are the functions of AutoSum ?

Answer any 2 out of the given 3 questions in 30 — 50 words each. 2x3=6
17. Write down the steps for opening an existing presentation.
18. Define e-mail and its advantages.

19. Differentiate between relative and absolute cell referencing.

Answer any 3 out of the given 5 questions in 50 — 80 words each. 3x4=12
20. What is Demi Official letter ? Explain with its features.

21. Differentiate between Biological Virus and Computer Virus.

22. Why is a search engine important ? Explain.

23. What are the different types of charts used in Excel ? Explain.

24. What are the harmful effects of Computer Virus ? Mention any four points.
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