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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 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.
3. For the objective type of questions, you have to choose any one of the four alternatives

given in the question i.e. (A), (B), (C) or (D) and indicate your correct answer in the
Answer-Book given to you.

4. All the questions including objective-type questions are to be answered within the allotted time
and no separate time limit is fixed for answering objective type questions.

5. 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.
Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth Earphone or

any such elecrronic cevices in the Examination Hail
in case of any doubt or confusion in the question paper, the English Version will prevail.
Write your Question Paper Code No. 71/S/229/A/RE, Set - | A | on the Answer-Book.

(a) The Question Paper is in English/Hindi medium only. However, if you wish, you can
answer in any one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi, Odia,
Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit and Sindhi.
You are required to indicate the language you have chosen to answer in the box
provided in the Answer-Book.

(b) 1f you choose to write the answer in the language other than Hindi and English, the
responsibility for any errors/mistakes in understanding the questions will be y::u:'a

only.

 Note - - -

(1) Answers of all questions are to be given in the Answer-Book given to you.
(2) 15 minutes time has been allotted to read this question paper. The question paper will t:o
distributed at 02.15 p.m. From 02.15 p.m. to 02.30 p.m,, the students will read tt.=

question paper only and will not write any answer on the answer-book during this period
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N-nfe «tt) ‘This queétinn paper consists of 25 questions in all.

(ii)  All questions are compulsory.
(iii) Marks are given against each question.

(iv) Section - A consists of

(a) Question Nos. 1 to 7 (Multiple Choice type Questions (MCQs) carrying
1 mark each). Select and write the most appropriate option out of the

four options given in each of these questions.

(b) Question Nos. 8 to 17 are Objective type questions. Question Nos. 8 to
10 are carrying 2 marks each (with 2 sub-parts of 1 mark each) and
Question Nos. 11 to 17 are carrying 1 mark each. Attempt Question Nos.

11 to 17 as per the instructions given for each of the questions.

(v) Section - B consists of :

(a) Question Nos.. 18 to 22 (Very short answer type questionc carrying

2 marks each) to be answered in the range of 30-50 words.

(b) Question Nos. 23 and 24 (Short answer-type questions carrying 3 marks

each) to be answered in the range of 50-80 words.

(c) Question No. 25 (Long answer-type question carrying 4 marks) to be

answered in the range of 80-120 words.

(d) Section-B offers internal choices for some questions. Attempt only one

of the given choices in such questions.



Section- A

. Currency format DOES NOT display values with
(A) Commas only (B) Percentage

(C) Dollar signs & decimals (D) Comma, dollar sign & decimals

2. The view used to preview animations & sounds, hyperlinks & action settings Is .
(A)  Outline (B) Slide sorter

(C) Normal (D) Slide show

3. IfA1=2,B1=4,C1=6,thenthevalueof A1*B1+(Clis
(A) 14 (B) 18
(C) 20 (D) 10

4.  Which of the following statements about Excel formulas is incorrect ?
(A) A formula must begin with an equal to sign
(B) A formula can contain cell references.
(C) A formula can exist without any operator or function.

DY A formula can contain text values

5.  Which of the following charts can display more than one data series like a pie chart ?

(A) Radar chart (B) Line chart
(C) Areachart (D) Doughnut chart

6. Borders & shading can be applied to
(A) only text (B) only paragraphs
(C) onlytables (D) All of the given above

7. Which key deletes the text to the left of the cursor ?
(A) Delete (B) Enter

(C) Backspace (D) Tab
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Reason (R) are
In the fD"uwinq questions, two statements marked as Assertion (A) &

| | h question : 2
given. Choose the correct answer out of the options given below in each g

(1) Assertion (A) : FORTRAN is widely used for scientific applications.

Reason (R) : FORTRAN was developed mainly for mathematical and scientific

problems.

(A) Both (A) & (R) are true & (R) is the correct explanation for (A).
(B) Both (A) & (R) are true & (R) is not the correct explanation for (A).
(C) (A)is true but (R) is not the correct explanation for (A).

(D) (A)is false but (R) is true.
(i) Assertion (A) : Trackball is preferred in portable computers.
Reason (R) : Trackball requires very little space for movement.
(A) Both (A) & (R) are true & (R) is the correct explanation for (A).
(B) Both (A) & (R) are true & (R) is not the correct explanation for (A).
(C) (A)istrue but (R) is not the correct explanation for (A).

(D) (A)is false but (R) is true.

9.  State true or false for the following questions :
(a) By default, header & footer appear only on the first page.

(b)  The fastest way to move small amount of text is Drag & Drop.

10.  Fillin the blanks for the following :

(a) A numbered list inside a bulleted list is called a list.

(b) often have different spacing requirements for body text.

11, feature is used to draw shapes like arrows & flowcharts.

12. To break a continuous line & move to a New paragraph press

key at the end of a
paragraph.

1

13. Pressing CRTL + HOME moves the cursor to the

of the document. 1

14.  When you copy or cut text, the text is stored in an area of memory called : 1
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5. In the font dialog box, option used to apply background colour to a paragraph Is

1
16.  Unchecking this option in spelling and grammar prevents word from being checked for
grammar IS grammar' 1
17. Words spelled correctly but shown as incorrect words by spell checker may be added
permanentlyto by clicking the Add button. 1
Section-B
18. Explain recipients list and mailing labels with respect to mail merge. 2
19. Whatiis the use of Replace Fonts feature in a presentation ? Write the steps to use it. 2
OR
While printing slides, name & explain the options available under the Print What List.
20. What is the difference between Sentence case & Toggle case ? 2
21.  What are the components of CPU ? Explain in detail. 2

OR

Define an operating system. List any two functions of an operating system.

22. Draw the block diagram of a computer, 2
23. Explain how plotter produces images on paper. 3

24. What steps would you follow to insert, resize, move & delete a text box in PowerPoint > 3
OR

How can you change the colours, borders & backgrounds of a text box with the help of

the format Auto shapes dialog box ?

25. What is mail merge wizard ? Mention the six steps to create a mail merqge document.
OR

Briefly explain step-by-step mail merge.
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