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General Instructions

1 Candidate must write his/her Roll Number on the first page of the Question Paper.

2 Please check the Question Paper to verily that the total pages and total number ol questions
contained in the Question Paper are the same as those printed on the top of the first page.
Also check to sce that the questions arc in sequential order.

3 All the questions are to be answered within the allotted time.

4 Making any identification mark in the Answer-Book or writing Roll Number anywhere
other than the specified places will lead to disqualification of the candidate.

5 Write your Question Paper code No. 60/S/A/T-A on the Answer-Book,

6 ‘The Question Paper is bilingual. In casc of doubt, the English version should be considered
as authentic.
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Time : 2 Hours]

Jpoo: 2 obew

[Maximum Marks : 40
HBR Hrdhyens 40

Note : (1)

All questions are compulsory.

(2) Marks allotted for each question are indicated against it.

K0d8 s (1) P6Hod0es Jhrerdtuoy o,

(2) B %) drdyen rISEET BHEOW

1  Match the following and write vour answer in the answer book : %X 6=3
Column A Column B
{a) Mnemonics (1) Quil Programme
(b SUMIF {(i1)) High Level Language
{¢c) Close bullon (ii1) Symbolic codes
(d) Slide show (iv) Data storage
{e) FORTRAN (v) View type
(f} Moemory unit {vi) Tunction typc
Bod ol 6 P Srerorody HYEod® oL :
Column A Column B
(a) BIrIBY (1) 8385 o
(b) 3. 1 (i) 3 S35 orgories
(¢) §% 208 (iii) oerdS %6
(d) 26 & (iv) e ;g‘géé
(6) P8 (v) &g B8
(D) RO oAy (vi) oS 8%
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2 Write in vour answer book, True/kFalse for the following %X6=3
statements
{(a) A standard keyboard has 104 keys.
{b) Restore command helps to delete the stored files.
{c) CTRL key helps lo select non-conseculive [iles.
{d) Replace fonts fcature does not help to change fonts in a slide.
{(e) Track change option lies under Insert tab.
(f) SHIFT + F3 is the short cut key used for changing the case of text.
& Bod DFoHH b Hdrgrere Jod® SGHNS® / 58° ranoed.
(a) Erareds § S5°S® 104 Sov awmow.
{b) 3@53?026 2D Fododerdd 8PS ol GiroXnE0k,
(©) &5 s0ErgsS P Do5s%@d8 CTRIL 8 Giratidsod.
(d) B Fovd Hrddd YD Frod ©Fmo BPaNDHE,
(€) (8 Sy JoDsH BHIG JoDES® God,
(I) SHIFT+F3 o3 & 8§ § &5 S arey@dd edairha.
3  Define the following : 1x4=4

{a) Ulility sollware
{(b) Tormula

{(c) Control Panel

(d) Printer

Bod eIl JBgoWod |
(a) DS Y 56
(b) Freper

(€) So*S FIS

(@) @ovs
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4 Write short notes on the following : 2%x4=8
{a) Tont Face
(b) Rulers
{¢) Inpul Devices
(d) Creating Smart Art in worksheet.
&z Bod 0 Jofnore proXod :
(@) rod B
(b) by
(c) =0 b &I

(d) 5508 & E «f » yRowco,

5  Dillerentiale between the [ollowing : 2x2=4
(a) Spelling and Grammar checker.
{b) Deleling text and Replacing texl.

Bod ¢ Higg Bmed EroLod
(@) *Doh Hdaty s S5
(b) HIy FORoTE0 HBow ol BEY

6  Answer the following questions : 2x35=10
{a) Write the importance ol Mouse poinler.
{(b) Write the steps to copy a file using My Documents.
{¢) How can vyou creale a dala source using Excel worksheel ? Explain.
(d) What arc the various clements of any formula ?

{e) Briefly explain about various slide layouts.

S (S0H [PHLL Sdrerdeny Erobod.

(a) &0 rowowd OInE) Pringgsi Erodod

(b) B E&HEOS L BHArHOD PEL s BoNEB Ko S @robod.

(€) IBYS HHAE GHGINOD WH B Drody Jor S0y BPs® Abboisod.
(d) o= FrEner G A eoen Qes?

(c) DA }2)5 8 e HdoD Hiom Addowod.
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7  Answer the following : 2x2=4
(a) In a Word document, which short cut keys are pressed to do the
[ollowing actions ?
(i) To copy a paragraph of text
(ii) Go to the beginning of the document
{(ii1)) To Replace a text
(iv) To activate Spelling and Grammar checker
{b) Write the steps to do the following actions on the given sentence :

Till now our instituta has
imperted skill based training to over
50,000 youngboys and girls and created
empleyment opportonities for them.

(i) Correct the spelling mistakes in the above paragraph.
(i1)) Above text is Aricl and size 10. change it to Aricl black.
size 14.
(iii) Make the above lext Bold and Underline
(iv) Left align the text.
&s Bob T8 LdrorTrod [Taod.
(1) & [Bod SSgod Tobmdd $5 wENDol & O b 85 § ENArAD.
(i) Doyrd 85 D L v (copy) Bobmdd
(i) @EpDod g Tussd TEHes
(iif) BEY o QS8
(iv) 8ok wBow rb 385H HBovo Dodads
(b) =i$ &80 B Bod SEgodn ToDEIS SFD Fronod.

Till now our instituta has
imperted skill based training to over
50,000 youngboys and girls and created
empleyment opportenities for them.

i) P o) Dok Sdpod BTabos.
(i) P HSHo IBoNS, HBHrmo 10 odk IBoNS 2,
3BAremo 14 é:néz)oé’g.
(i) 3 S5y S°G wdow ©osdS Boposd.
(iv) P $37d) 89 ©BS dobod.
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8  Answer the following :

2x2=4

{a) The following table shows data, as obscrved by an audit agency about

the revenue spent by the govt. on various areas of development.

Write the sleps 1o plot a pie chart on the basis of this dala.

A B C
1 | S.No. | Areas ol Development | Revenue spent (in %)
2 1 Education 22
31 2 Health 27
4 3 Rural development 11
5 4 Farming 25
6 5 Sanitation 15

(b) Following data shows marks of 6 students of 10t class in 4 subjects

in the pre board exams. Based on this data, write the formula to calculate

the following :
A B C D H F G

1 [ S.No. | Name of Student | English | Maths | Science | Computer | Total Marks
2 1 Sudhir 68 80 72 84

3 2 Snigdha 85 72 79 81

4 3 Manav 69 68 71 74

5 4 Pratham 91 2 93 90

6 5 Neena 45 56 59 44

7 6 Ravish 78 88 91 89

(a) Write the formula in cell G2 to show total marks ot Sudhir.

{(b) Write the steps to copy the formula in G2 to the rest of the cells

(from G3 to G7)

{c) Write the formula to calculate the average marks of all students.

{(d) Write the formula using function to find the maximum of total marks.
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(a) & 8od 8 Jdrgrorody Erabod.
Bod HE B I DG CorroP PEHELC P Fd esrolo
DB0D BBE JEYY BAOWH BErd HrRHod. 8 B egrdorr
g (pie-char) AoX@dd Ko sded @rabod.

A B C
1 2 éoaJS &9@06965 TOBD Sorren a)dj?){:%?oé Elwilovsle!
2 1 ese 22
3 2 e8°igo 27
4 3 reaberid )0 1
5 4 HERHPOHO0 25
6 5 ek vlaiqe 15

(b) Bod Ber p £°F ST, 4 IJHeS® 10 H SEKBS° 6 Lod JTgdHe
Hrdpof Srdipod. & Bo° werdorr, Bod TGl 88 omdd SrEd)

o008,

A B C D E F G
[ K)ngs QQ”SQ ¢ | English | Maths | Science | Computer Total Marks
2 1 Sudhir 68 80 72 84
3 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
5 4 Pratham 91 92 93 90
6 5 Ncena 45 56 59 44
7 6 Ravish 78 88 91 89

(a) DS Gg 3ngo Hrdnen SrbosEdd BE G2 & drEed) Fronod.

(b) G2 &3 drErdy DAOD B 0% (G3 2o& G7 $6%) b (copy)

Bodwrad do Sl [Frodod.
(€) o dogdo e (average) drdpon S5 odard do Jrerd)
(formula) & EroXod.
(d) Fwgo &rBry clwg) K8y (maximum of fotal marks)
ORI POES GHOIrAOD Frdner Frasod,
60/S/A/T—229-T-A | 8 S



