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o HUAT Wid &R o (6 39 YA 4 Hfed Y5 5 d41 UeH 30 2 |

Please make sure that the printed pages in this question paper are 5 in number and it
contains 30 questions.

o GHUAT Y &1 IR @Al o o1 4 Uzd, U &1 $H$ y4 foad |

Before beginning to answer a question, its Serial Number must be written.

o SI-—yRaar & fim ¥ wrell u=T 7 8IS |

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

o S—YRGadT & AfIRaa »Ig 3= 2lic 92 el | s AeAdaraR & fad |l
forEn gav 9 @I |

Except answer-book, no extra sheet will be given. Write to the point and do not strike the written
answer.

o  Udizmeff T Ad Ho yTA—UT WR I@wy fod | Wid [o @ AfARF@ yTHA—UF wR 3w
3% Wl 9 fad IR dofeud yzdl & Sa¥l WX el yeR &1 929 9 oy |

Candidate 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 answer of objective type questions.

o HUAT U] & Ia¥ a4 W yd ¥ gfilRad #x o & uem—ux yui g Wl 8, udiern
IR s9 g § @ig H <) Wer 981 fear s

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.

Instructions(ﬁé"\’f): -

1. All questions are compulsory.(ﬂﬁﬂ'q’}THﬁErl'é%)
2. Question no 1 to 3 are long answer type questions carrying Five Marks.
(THLH 3UT Fehe)

3. Question no 4 to 9 are short answer type question carrying Three Marks.

(T4 T 9 ARhe)

4. Question no 10 to 15 are very short answer type question carrying Two Marks.

(TA10 H 158) AR be)
5. Question no. 16 to 30 are MCQ/ One Word/ Fill in the Blank type’s questions carrying One

Marks. (U5 16830dhUhAaihe)




[ @vs—3i]
[Section-A]

Long Answer Types of Questions 3x5=15
Marks

Q. 1.Explain absoulte and mixed cell reference. |

TeHlege A AR e dd I & qASST|

Q 2. Write steps to a new slide and duplicate slide in a presention.

T % 38 & WO ford 3R e gEgfa # giTerhe Frss|

Or
Q 2. Explain keyboard and type of keys .

HraE 3R FEAT & gPR IRATAR|

Q.3. Write step to create a table in writer . How columns are inserted in it?.

TS A T I & U fAfQu| 38 P $H ael I &7

Or
Q. 3. Explain libreoffice writer and advantages of writer?

Libreoffice IgeX 3R IS & B IdIG?

[ @vs—]
[Section-B]

Short Answer Types Questions 6 x 3 = 18 Marks
Q.4 Expalin Various toolbar in writer.
T3 H Affied Corar & carear &l

I
Q.5 Whatis need of spell chacker? Write . steps to check spelling of the document.

T dpT T T TG &2 for@ar | exads & ader S & TRl

Q. 6. E xpMiIn fEATUrEs of formuld ToolbAr In CAKC.
CAC F Tl TR & faAuarsii &1 Fosmse
-
Q.7. Write steps to insert an image from a file and from gallery in Impress.

ImprEss # T BEd 3R el & T ofd aiFaAfod o & fow wor fog

Q8. Write tips for sucessful keyboarding.
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Tho HrafEer & for ey ford|

Or
Briefly Expldin ThE ConCEpTof hEADN, SAfETy And SECUrTy WOrkpLACE?

HEADh, SATETy And SECUMhaRATATIT

Q. 9. Define communication and type of communication.

IR 3R §9R & UpR & gRINT &L
[ @vs—]
[Section-C]

Very Short Answer Types Questions 6 x 2 = 12 Marks
Q. 10. Explain any four controls of typing tutor window.

TR egex Rig & fredl IR R @1 @FEnET)

Q.11. Define Active cell and range of cells ?
aftra e 3R dr & Aol w gk &)
Q.12. Define column, bar, line and pie chart in calc?

CAC FH P, IR, ds 3R U I P aRAR™T FH?

Q.13. Define communication?

Communication T %flé I% |

Q.14. WhATIs ThE sdE pAnE And Msk pAnE In ImprEss?

ImprEss H Ta33 U 3R TR U AT @Il &7

Or
Define Verbal communication?

Verbal communication &I GRATT Y

Q.15. write a note on BPM industry in India ?

T A Bpﬁmwwaﬁﬁf@v

Or
Describe LIsTsomE of ThE IT workplACE hAzArds?

39T o1 &b AT HRUN Bl U hi?

[ @vs—<]
[Section-D]

Objective Types Questions 15x1 =15
Marks
Q.16. Which of the following is not a self-management skill?
Al f@aaaeslara-gauamliaraasie?
(a) Problem solving (b) Bargaining
(c) Understanding Self (d) Confidence Building
() FACATHATYTA (@) Hicarsir

(IT) TITPIHASIAT (5 ATcATIATaaAToT



Q.17. JPG or JPEG In ImAgE formATsTNds for
YR ad s )|

(a)  Joint Photographic Experts Group (b) JoInTPICIUrE E XpEr® Group

(c) JoInTPhoTogrAphi€ E xpErs Graph  (d) JoInTPho®grAphiC E XpEr®s GEnErAL

() SECHICIATTUBTFIICYYT (W) STSeTUFIRUFHUCIYY
(IN) STECHICTATTUSRTFIIE (H) STSCHICITTIRTFIUC
3-

Q.18. ‘Whieh of ThE following Is noTThE CorrECTIE EXEnNslon for An IMAQE flE?

(A) GIF (b) b JPEG(€) Odxd) PNG

() GIF (") JPEG
(3T) Odt () PNG
Q.19. Whieh of ThE following Is ThE shorTeuTKEY T SEIEECThE EnWrE dOCUMENT?
(a) €T+S (b) Ctrl+A (c)em+D (d) None of the above
() €TES (W) CTLA @) erD (7)) SRIPATPISTE!
Q.20. ISP STANAS fOr ...t
ISP &G ...,
(a) Internet service provider (b) Information service provider
(c) Idea service provider (d) None of the above

() SeIAeHAT Uerdr (M) Information TdT U&TaT
@) Idea TaT YT (T) SWRIFTHYD 5 Talss

Q21. ... is not an element of communication .

(a) Memory(b) Sende © Receiver (d) channel
T) AAN (@) d@S © AR @) daa

Q. 22. comma is used to indicate ........ in the sentence ..

3eUTaTH BT U arg H ... e & forw fhar Smar &

23.Verb are words that show ............

RROT O Aeg & Y adTd Feeeeeeeeeen



Q. 27. Define MRI.
MRI &eR [T |
Q. 28. Define BPO.
BPO dhaRfaf@u|
Q. 29. Write the Full form of ROM.
ROM FaRfaf@w
Q. 30.Define I'T/ITes ?
IT/ITES haR @]
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