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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 verify that the total pages and total number of questions
contained in the Question Paper are the same as those printed on the top of the first page.
Also check to see that the questions are in sequential order.

All the questions are 1o be answered within the allotted time.

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

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

6 The Question Paper is bilingual. In case of doubt, the English version should be considered
as authentic.
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Note : (1) Attempt all the questions.

{2) Marks alloted to cach question arc indicated against it.
T (1) | UeAr Il (e
(2) WD WTAT FHIX AR T g ered.

1 Match the following and write your answer in the answer book : %X6=3
Column A Column B
{a) Mnemonics (1) Quil Programme
{b) SUMIF {ii) High Level Language
{¢c) Close bullon (ii1) Symbolic codes
(d) Slide show (iv) Data storage
{¢) TORTRAN {(v) View typc
(f} Moemory unit {vi) Tunction typc
T T Y0 Sul Sux uhewd el
W & w7
(a) s (i) WETEE SR Ao
(b) WHS® (i) =@ W=d e (ST Wi 9
(¢) AN T (iii) fomnfoe e
(d) wmge o (iv) ST Sa9 &
() WIZT (v) =g = 9%
(f)y =l gre (vi) waeE =@ W
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2 Write in vour answer book, True/kFalse for the following
statements
{a) A standard kcyboard has 104 kcys.
(b) Restore command helps to delete the stored files.
{(c) CTRI. key helps to select non-consecutive files.
{d) Replace fonts feature does not help to change fonts in a slide.
{e) Track change option lies under Insert tab.
(f) SHIFIT + F3 is the short cut keyv used for changing the case of text.
g fqum 9o fhar e silogd I STiuidhd fdsl
(a) V== B T 7Y 104 @ (FBIE) TEAR.
(b)y fER HHAE o1 IUT ST HATH GEAMT BIGT TIHIARTS] BT ST
(¢) CIRL ®aer SUGrT HUI: ool WEAA HMasarTdl Sal ol
(d) =i wic I/ wEe 78 BZ TEAMEG] auid A&
(©) ¥m ¥ frme TS d9 Wy e
(D) SHIFT + F3 & fqsw #o (@1 I sihe) A9Hdl B9 TEAvIHES I

3  Decfine the following : 1x4=4
(a) Utility softwarc (b) Tormula
{¢) Control Pancl (d) Printcer
= fen
(a) Fhfrdr wiwedsr (b) e
(c) i Ul (d) WX
4 Write short notes on the following : 2%x4=8
(a) Font Face
{b) Rulers

{¢) Inpul Devices

{d) Crealing Smarl Art in worksheel.
e faoriey wira dar foer

(a) Wie &

(b) vy

(¢) TIYZ IuhTU

(d) THYe ALY TR R T
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Differentiate between the following : 2x2=4
(a) Spelling and Grammar checker.

{b) Decleting text and Replacing text.

greid T BlE W B

(1) wWRET SnfT TR F@

(b)y wwHT w1 T (fEedie) anfr werpt sEwwr (Fre)

6  Answcer the following questions : 2x5=10
{a) Write the importance of Mouse pointer.
{b) Write the steps o copy a [ile using My Documents.
(c) How can you create a data source using I'xcel worksheet ? Tixplain.
(d) What are the various elements of any formula 7
{¢) DBrictly explain about various slide layouts.
g feeiear geRen wae fom
(1) ST TR A WEA W HA
(b) W@ TlegHe AET BRA AT BTN Pl e,
(c) THIT ksl UG FRI ST AF BY Sar 7 W H
(d) wam fafay gew foen
(e) faforer wiEs womse o e miEdr fwer.
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7 Answer the following : 2x2=4
{a) In a Word document, which short cut keys are pressed to do the
following actions ?
(i) To copy a paragraph of text
(i) Go to the beginning of the document
(iii) To Replace a text
(iv) To activate Spelling and Grammar checker
{b) Write the sleps to do the [ollowing actions on the given sentence :

Till now our instituta has
imperted skill based training to over

50,000 young boys 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.
(ii1) Make the above text Bold and Underline
(iv) Left align the text.
EIKIC R L TS R T
(a) T =TagHe AW @WIE T FOIEE R @ dE iRwe R fas
& (@) AU ?
(i) wSHUde 9iEg Bl w0l
(i) AIHUAT SMTCANES S0
(iif) Aoigy ag@0
(iv) WA o7 AHT BT & B
(b) Telean arETEt Wi ool HAAT Yrg U= (e

Tillnow our instituta has
imperted skill based training to over

50,000 young boys and girls and created

empleyment opportonities for them.

(i) =0w ultasemee Wik ger sy &)

(i) Tt Ty ofaw anfer @ew 10 @1 ome A uhaw e Snfer |ige
14 72 sEen

(iil) T0@ ANHL TS ST FSIART B!

(1v) HRUeT STATHRET 3TEET H0l.
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8  Answer the following :

2x2=4

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

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

Write the steps to plot a pie chart on the basis of this data.

A B C
1 | S.No. | Arcas of Development | Revenue spent (in %6}
2 1 Education 22
3 2 Icalth 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, wrile the [ormula to calculate

the following :

A B C D E F G
1 | S.No. | Name ol Student | English | Maths | Science | Computer | Total Marks
2 1 Sudhir 68 80 72 84
31 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
5 4 Pratham 01 92 03 90
6| 5 Neena 45 56 59 44
71 6 Ravish 78 88 91 89
(a) Write the formula in cell G2 to show total marks of 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) @l |l wenr siifse wtetear M{sva e iEn fafae s faemre
G HI0Td e (il quelid sifed o mifedian Sun uRdre HiEvm)

el B
A B C
| | sy wuis | Remmas | ad sl wwa (%)
2 1 freqor 22
3 2 R 27
4 3 AT e 11
5 4 SIR]| 25
6 5 [EE3n) 15

(b) wWRE TREN @ 10 9 =1 6 frematy 4 fywamsda @@ whd" o

Y. faeier gelen SUEm &% @i THEer g fE

A B C D E F
1 | org ®wte | famnea T | fww | i | fasme | dors
2 1 gt 68 80 72 84
3 2 e 85 72 79 81
4 3 LINE) 69 68 71 74
5 4 g9 9] 92 93 90
6 3 BNl 45 56 59 44
7 6 ECIE 78 88 91 89

(a) ¥T G2 9 GURE U O HRVIEEE gH fET

(b) &« G2 wdw g TAT ¥e@ (G3 9 G7) weld &y wevar g o
(¢) wa fqegrar wogdl o wRWERE gF faE
(d) W =@ AN FHET TEHO [ONGH TEaH (FB) O g ga e
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