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o P AT B T [ 5T F7-99 7 JRT 7T 8 T F97 30 &7
Please make sure that the printed pages in this question paper are 8 in number and

it contains 30 questions.

o U97-YF 4 qlfe & # T [/ T4 HS TR H HH TACYRAH F JEI-gT YT [ord)

The Code No. on the right side of the question paper should be written by the
candidate on the front page of the answer-book.

o PUY JHT F FH [TGT G BT G Y&, JIT F FHH ST [G]

Before beginning to answer a question, its Serial Number must be written.
o JuT-Yias & T F @l 1/ 9 7 818/

Don’t leave blank page/pages in your answer-book.

o FUTGRaE & SR g o e T A o SEvEdgar & g e krar gav T
FIC]

Except answer-book, no extra sheet will be given. Write to the point and do not
strike the written answer.
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o TETER Ul AT To FT-TH T Haed [iq W To & HARFT FIT-YH G 7 FE A T
frd sife defeys 7o & TR T Frdll ST @ 9T T g

Candidates must write their Roll No. on the question paper. Except Roll No. do not
write anything on question paper and don't make any mark on answers of objective
type questions.

o YF F9 % TV 37 @ g7 98 GARET &V T [F 9970 g 9 7El & ThEr % I 59
G ig o aar @we e A aEm

Before answering the questions, ensure that you have been supplied the correct and
complete question paper, no claim in this regard, will be entertained after
examination.

qle o (i) T g97 AT &
All questions are compulsory.

(i) Fe% J97 & 3% TG @HT [T TT &

Marks of each question are indicated against them.

(iii) 797 & FC TP SHBIFEIT o7/

Answer the questions according to their marks.

[ € ST s |

[ Long Answer Type Questions ]

1. WX d A wEd & aar # aue &1 5

Explain various style categories in writer.
AYAT
OR

T 1 2 ? 3 N AR FF B & =) o

What is a template ? Write steps to create and save it.
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. M d% 2 P A i T SWINT HA & @)l ford|

What is goal seek ? Write steps to use goal seek tool.
AYAT
OR
ol STeeE 7 el & 3O % 9 R & R SRl B 9o

Explain type of relationships between any two tables in a database.

SIS & A BN g9 B
Explain advantages of database.
YqT
OR
RAsFE S| § ggad 8 drll A= ‘B @ avie &

Explain various keys used in relational database.

[ @ ST 9 |

[ Short Answer Type Questions ]

. foomET o # ot ooz favel & oragal & avie &Y

Explain elements of table design window in design view.

Rufefeq & ol W T e o

Write a note on repetitive strain injury.

Calc § q-2ee T H MM & =1 el

Write steps to apply subtotal tool in Calc.

37 oI 2 TP ¥ U T WiEA T B a1 g

Write steps to create a new style using drag and drop method.
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YT
OR

SR g Bl J9 H & =1 Q7|

Write steps to group drawing objects.

8. AV IO T W T e ferd 3

Write a note on image arrangement tools.

9. TISE H HET T & 7 3
What is the importance of feedback ?

AYAT
OR
Y yee W T e kil
Write a note on stress management.
[ STy ST 99 ]

[ Very Short Answer Type Questions ]

10. "What-if" TATIE T 1 & ? 2
What is "What-if" analysis tool ?

11. Rafeq oM UsEege eEwics #1 & ? 2
What is relative and absolute hyperlink ?
AYAT
OR
ekl B 7

What is a macro ?
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12. HTML S/ERFHT & 369 S[AM & =XV [l
Write steps to insert tables from HTML document.
YqT
OR

SIS %l YR 1T HB STeed & M &)

Define database. Name some databases.

13. 9<% SIeT Hisd 41 8§ 7
What is network data model ?

14. F0 1 & ? IaE A

What is a query ? Give example.

15. FEA g ¥ P & ae R

Write responsibilities of employer for workplace safety.

[ TS 9 |
[ Objective Type Questions ]
Rar &7 97 -
Fill in the blanks :
16. oI SI&A B ..o & B
An information is .............. form of data.
17. IDEH T &Y ........... Bl

Full form of IDE is ............ .
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19. ... TR H IR Feqel e B G B SASH 3¢ H8Y H I B 1

............ function is used to combine information from multiple sheets into one

to summarize it.

20. ..o S F IFNT T VB B Tga-4l SFE TN & g B 3 1
To apply same style at many places, ............. option is used.

21, W H ..o TR & ZA9 ftheet 2l 1
There are ......... types of image filter in writer.

22, e Y et T 1 ST B § AN Rad & & o g 2 1

............ image filter tool is used in photograph to reverse the tone.

23. i AT 1 gET B [T B @i P e 2 1

............. acts as a reference point for image or drawing.

24, HH-TEET B v 9§ FEa B 1

25. SDG & T &7 ............. 2l 1

Full form of SDG is ............. .

26. TITH I& AE 8 S .ooovvnnn %l e Y Bl Bl 1

A pronoun is a word used in place of ............. .
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Choose correct option for blank :

27. W-ART oo TR & HEROT H &L B
(A) TEd (B) SH-gsd
(C) Tager
Paralanguage is an example of ............. type of communication.
(A) Verbal (B) Non-verbal
(C) Visual
28, e gfeer HERT SrEl § 2l
(A) 38 (B) 55
€ 7 (D) 28

............... % communication is done using words.

(A) 38 (B) 55

Q) 7 D) 28
29. T% BEA & e B Bl STEHE Bl covvnnnnenn. Bl

(A) Alt+P (B) Ctrl+P

(C) Alt+F (D) Ctrl+F

Shortcut key to print a file is .............. .
(A) Alt+P B) Ctrl+P

(C) Alt+F (D) Ctrl +F
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30. WHEEARX H-AC W .oooonnnnnnnnn @ B 1
(A) P (B) ®HiE
(C) Jfetee (D) st
Spacebarisa ......c.......... key on keyboard.
(A) Control (B) Command
(C) Navigation (D) Windows
1124
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