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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 the total number of
questions conlained 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.
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 Icad to disqualification of the candidate.

Lh

Write your Question Paper code No. 60/S/A/G-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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Note : (1) All questions are compulsory.
(2) Marks allotted to each question are indicated against it.
YAl (1) el usdl wHad 8.
(2)  udls Ul A AR whel B,
1  Match the following and write vour answer in the answer book : %X 6=3
Column A Column B
{a) Mnemonics (i)  Quit 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
2Al A5l ALl wauod dHdl G YRasl @il ¢
AW A M B
(a) [s-lsu (i) wuuHiYl e lsag
(b SUMIT (i) &1$ dad dady (Language)
(c) 54l sle- (iii) Symbolic codes
(d) euss al (iv) 32l 2% (Data storage)
(¢) FORTRAN (v) View -l usl2
() AH yHe (vi) Function -l 4sRR
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1x6=3

2 Write in your answer book, True/False for the following statements :
{a) A standard kcyboard has 104 kcys.
{b) Reslore command helps 1o delete the slored [iles.
{c) CTRL key helps lo select non-conseculive [iles.
{(d) Replace fonts feature does not help to change fonts in a slide.
{e) ITrack change option lies under Insert tab.
(f) SHIFT + F3 is the short cut key used for changing the case of text.
A e [QEl e dHIRL Gr-YRasml ARl avil
(a) s standard keyboard ML 104 4l €lu 6.
(b) Restore command, AAS (store) 53d s1dad 2 sUul Hee3u A 9.
(¢) CTRL key -l usedll non-consecutive files < uaie s3I usy 8.
(d) Replace fonts [z, a3l fonts eleddl Hi2 Hee3y ddi Al
(¢) Insert tab <l »igx Track change option el 48 8.

(f)y SINTFT+T3 short cut key Al Gualdil textrdl case oledl usiy €.

3 Define the following : 1x4=4
(a) Utility software
{(b) Formula
{(c) Control Panel
(d) Printer
AlAA rvqid 3
(a) 3l disedr
(b) el
(¢) $2l& Una

(d) Diwez

(=]
[=]
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4  Write short notes on the [ollowing : 2x4=8

(a)
(b)
(c)
(d)

I'ont Tace
Rulers
Input Devices

Creating Smart Art in worksheet.

AL HI2 g5l @il :

(a)
(b)
(c)
(d)

Slw2 3

R

deye Reudu

aselleii Smart Art et-lag

5  Dillerentiale between the [ollowing : 2x2=4

(a)
(b)

Spelling and Grammar checker.

Deleting text and Replacing text.

2L 92’ dgldd 4l -

(a)
(b)

ARID 2 AHR ASR.
Q2oL 2522 v [aRioL 2Re.

6  Answer the following questions : 2x35=10

(a)
(b)
(c)
(d)
(e)

Write the importance of Mouse pointer.

Write the steps lo copy a [ile using My Documents.

How can you creale a dala source using Excel worksheet ? Explain.
What arc the various clements of any formula ?

Briefly explain about various slide layouts.

Al yanel-l sae aul

(a)
(b)
(c)
(d)
(©)

HBW W2 (Mouse pointer) «l Hexd (48 awil.
My Documents -l Guaialdl File copy $dll uadl @wl.
Excel worksheet «ll Guyiol g2l data source 3<l flad ot sy d [Roddiz A4adl.
Formula -l Ry sef) sat & 7
el el Uslrdl Slide Layout (49l Aldui axondl.
(=];a[s]
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7  Answer the [ollowing : 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
(i1) Go to the beginning of the document
(iii)) To Replace a text
(iv) To activate Spclling and Grammar checker
{b) Writc the steps to do the following 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 mislakes in the above paragraph.

(i1)) Above text is Aricl and size 10. change it to Aricl black.
size 14.

(iii)) Makc the above text Bold and Underline

(iv) Left align the text.

2L el »udl ¢
(a) Word document Hi «{la-l sl 4l Hl2 58 55 Short cut key -l Gulay
53 asy 7
(i) Text<l s A (Paragraph) sl e w12
(i) Documents «{l 232lddl %dl HI2
(iii) Text Replace $:al M2
(iv) AR A M Asz ABU s Hle

(b) Al aAlsyt (Text) Guz U $1d1 £l Ml wadl au :

Till now our instituta has
imperted skill based training to over

50,000 young boys and girls and created

empleyment opportonities for them.

(i) Bur-l $$21 (Paragraph) Hidl 0[d2a4i o4d (Spelling mistake) YHR).

(ii) BuR e &5 (Paragraph) <L Font Ariel i1 size 10 # dl d+ Font
Ariel Black i+ size 14 3.

(iii) 2uua s3530 (Paragraph) +{l text Bold i+ Underline 2.

(iv) 2uud 8§50 (Paragraph) « 3iofl ong el (Align) 331,

60/S/A/G—229-G-A ] 6 % [ Contd...



8  Answer the [(ollowing :

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

A B C
1 | S.No. | Areas of Development | Revenue spent (in %)
2 1 FEducation 22
31 2 Health 27
41 3 Rural development 11
5 4 Farming 25
6 5 Sanitation 13

(b) Following data shows marks of 6 students of 10® 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 92 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 of Sudhir.

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

(from G3 to G7)

{¢) Write the formula to calculate the average marks ot all students.

{(d) Write the formula using function to find the maximum of total marks.
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AL el wae gl

(@) 1A ta 2o@di Mg 2Rz Aw=dl g1k 32l (Data) tldidalMi el 8,
% AWIR gl el Yol Aol Rs u vl add 4 Al ur 8. 0l Hilkdl
(Data)<l Guylal $31 Pie-chart plot s2dl-l walal @vil :

A B C
1| $4 e, | Rusianl o0 | v 539 8- 0 (% ui)
2001 EE 22
3 2 2|3 27
41 3 [aslla s 11
51 4 Sl 25
6| 5 A9l 15

(b) A 2ula Rl Wik 10 A 6 [Henelldl 4 RByadr f-oid udlaus
wfd sulde 8. e Hlsdldl Gudior sd A wutadl awadl wed
slafal (Formula) 4uil:

A B C D E F G
sl |Penald Aot | >0 | alid |- | 52922 | sa 1
2 1 Yol 68 80 72 84
31 2 (2104 85 72 79 81
41 3 Hird 69 68 71 74
5| 4 Yy 91 92 93 90
6| 5 [Hril 45 56 59 44
71 6 23l 78 88 91 89

(@) yHdlr-l s ois suldal w2 Cell - G2 4i syl (formula) @vil.

(b) Cell - G2 <l »iex ada $ifal (formula) A Cell G3 &l ada
Cell - G7 ydl Copy $adi w2l avil.

(¢) ol [Renell»d wRia g awal widl sl (formulay avil.

(d) Function -l Gudlal s3A Medy ga 9el siival Hie-{l sidal (formula)
Aaul.

[=]
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