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TOCTY, PEMON TOTIO, BRI :
General Instructions to the Candidate :

1. B8 33’)0{5%%90333 34 5@33’5} GAVCH) 533'5033?33’51 TIVTTOOD @%ﬁ%‘?@{ ﬁrao@cﬁg,
@on — & DR o — 2 N3y WERROBT. &1 — @ T TRDY 30%@5%
ROWORAT BJINYW, o - IO Functional English R FoeoHAT
@’)%ﬁ@?dagﬁ.

This Question Paper consists of 34 objective and subjective types of
questions including Section — A and Section — B. Section — A consists of

questions related to the subject Information Technology and Section — B
consists of the questions related to Functional English.

2. B8 @%ﬁ%ﬁ?oﬁa@ Bomé&v 2RI’ TRVT JPJ (9\)6’@9) TRTOING. 56@%
39,0083 553053%?5 Z’bﬁaé @0@%@053 20208 m%gwég TZ0R,
BB BIODNY DY BN VE3030¢ D0TH B[Oes ATRY,
This question paper has been sealed by reverse jacket. You have to cut on
the right side to open the paper at the time of commencement of the
examination. Check whether all the pages of the question paper are
intact.

3. 3:&3&@ EAVC 5)3'503333"3 veplatelevy %@ﬁ@ﬁ FREITHR mwﬁﬁ@?}g{ SO
Follow the instructions given against both the objective and subjective
types of questions.

4. O PATY %mgpm ©WOSNY BINRINTOT FPEE WOBNYRY, SLCODII.

Figures in the right hand margin indicate maximum marks for the [ |

question.

5. BIBIF0HI, WOIRYL 15 AWINY WOIFTBPY 2003, LIV

INOJIBIOIT RO00TTRY @%ﬁ%@oﬁa T0CET) Tﬁd@ Ae{oplainl
The maximum time to answer the paper is given at the top of the question
paper. It includes 15 minutes for reading the question paper.
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Pon — @
SECTION - A
L 35 39N3 IJNOR epmd egpns Be9INeR ey, Sod,RAT, ABGINS. BINTS
Do, RRATTT LVITH, B0, F[9F,TBR0HR 2IAWD 7Tx1=7

Four alternatives are given for each of the following questions / incomplete
statements. Choose the correct alternative and write the complete answer along
with its question number and alphabet :

1. 3eo® S35 503,000 O DTY
(A) &R, NOBREA® THODTY)
(B) TWeesd &3920°3 eona® oS
(C) ORR &S 28eox® oI
(D) Teesd 39207 DoWRE oI

Share workbook option is available under
(A) Window group in view tab (B) Changes group in data tab

(C) Changes group in review tab (D) Window group in data tab.

2. &g BHTH WROHY 23,003 0l

(A) &, _eof (B) eﬁé&@e
) o (D) &03mone®

The option available under wrap text is
(A) square (B) arrow

(C) circle (D) triangle

3. 200wTF, 3eed® WP HTWENAT0 LT WOBNYRY, BROOWT WAIENY

gelelss)
(A) T Wesfe, %—mwﬁ“s (B) 2390° 30e3fe, 30030 23
(C) FVy—wotse, ToO® Watse (D) DVO3 WoLsde, e%aﬁ‘ eI

The group of charts that include cylinder, cone and pyramid subtypes is
(A) Bar chart, Pie chart (B) Bar chart, Column chart

(C) Pie chart, Column chart (D) Area chart, Line chart
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4,  WFITITAOT AWE BRI gmm?e
(A) E3ZdNd (B) Re0TSNRLD
(C) RIS ned (D) BIODENLD
The actions that can be performed by an user are called
(A) notes (B) appointments
(C) journals (D) tasks

5.  3ee3demt HoWoHRTOI
QRTRETTE TEYT : 90 30DTY RCORPITP NGS# TODF ¢ oo,
(A)  T59%S0DT Giefovestyiat (B) &=39%300T WTOIRB mm:@m
(C) TPHSODTY WPRFYTI (D) S30%02S0HTY ADEFBRRAIHT
With reference to database
INSERT statement :Insertion of new information :: SELECT statement :.......
(A) retrieval of information (B) modification of information
(C) deletion of information (D) specifying of information

6. &363@%3033@ TRET® méw@a DEL3ON®T Mo 2030 20T 8:3033%
(A) FOTEESE (B) estdpeans®
(C) ez Jead, (D) &3 Se TWes®
An option available under Editing group of Home tab in a spreadsheet is
(A) Format (B) Autosum
(C) Freeze panes (D) Page layout

7. mPod NTOS0DTY %@%’@Z’Dmﬁ DT BRF eﬁofb%ﬁ% a¥ole{ovsthlE-lelnte} g3
397360 03,
(A) 3=, (B) &g°
(C) JEpex® méé:gjw (D) &3oedeedn®
The option to be clicked to get two additional options while accepting a
meeting request is
(A) Accept (B) Decline
(C) Propose New Time (D) Tentative

II.  RRTPIT YVZTHOT ?Dé%daaj gc;w@ PIE W& ¢ 3x1=3

Fill in the blanks with suitable answer :

8.

az%de?dm [ WI ONER), BRTE U3 TF, D) BDHAE 93 ONYR), [L ©93.0F
) [} Y =N () P ) o Y 3 () PR
LTCTIONRCN BTV e;mSaz5 ........................ )

The small letters in the selected text will be converted into capital letters
and capital letters will be converted into small letters by selecting the
option .........c.ceuenenn. .
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9. DNIOSTTORY 03T LN FIEOT H[RBWED BTV SO, wovvevevrnrees i

In a spreadsheet, the option that makes all the tabs hidden from the view

IS i .

10. QQJ)J 1)

In a presentation,

15 o R tab
Im.  11.

Sound option wunder

ZRBODE Q0CROIP FT, OO, FIOT SO0 <vvvvererrenne T ROHIS.

Media clips is available

A-TEI0HY) BTRORTBORE WIS MHOPYRYRR, BAEoHY & MHoPRYY s
SOHNTTY, VBN, WYNTTY BROD 23BAWD :

4x1=4

The groups available in word processor are given in Column-A and the

options under those groups are given in Column-B. Match them.

A-—-’ég
Column-A
i) m%’éde)otﬁ
Paragraph
ii) RO & FRLTE
Header & Footer
iil) D3 B3t Tt
Page set-up
iv) QATIEINGD

IMlustrations

IV. 85 39N SJNON L0I0R -

g)

Answer the following questions :

12. 2,000 [BROF,0B BRYRERTY TN FWRODTY, TN BeeTETT ?
How can section break of a word document be viewed ?

13. 20T PBT dBReSeDTY  ACOTWIOTIT  OIRFWITTL  ATW  WoBNTTY

23000.

B-o‘v’ég
Column-B
2
e3coest A ej@i
Change styles
Se3xfe

Letters

eﬂ@da@fpow

Alignment
2558,
Breaks
@30 Mg,
Font size
T° et
Clip Art
DE3 ﬁo@%
Page number
6X1=6

Write any two items that can be added to the header area of a page.
14. 20T TIONETIFOR FRC3NIYNR %36?}2{ BRTRYT BN mﬁoﬁmgﬁmﬁd’ ?

How does assigning names to cells in a worksheet help you ?
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15.

16.

20.

21.

22.

2,000 BAZODY WEFER Y DT TOBITVRIY, TR WTSIANFYED ?

How do you change the colours and effects of the chart in a presentation ?
aéeﬁocéce S0I,03TTY VTO3RCNY 5@&@0&@ INOTRINT AT
DERTRFTY, W3AND.

Write the two ways of scheduling an appointment using the calendar
application.

17. 2,0T» 8)363@%3053@ WSt TR %e0RT To3T @&jémmd QT ﬁzﬁ%ﬁb
méw@ﬁ%?o“nd BRRO.
Name two additional tabs that are available after inserting a chart in a
spreadsheet.

V. 333$N3 @%ﬁ@?ﬁ QU0 : 5x2=10

Answer the following questions :

18. %ﬁ%@o@oﬁa Cﬁr@w&‘@éﬁ@ BROOTLH  EIHTON @owﬁ‘io% TR ATIOD
m:&gd’ ? @ow@ﬁo% 8;90336033?330{ Ien ﬁ@oﬁaﬁ.@@ﬁ&&acﬁa ?
How does soundsentry help the users with auditory impairment ? How can
soundsentry option be enabled ?

@@/ OR

R—30ee° 259300 RROOTLET WYTEITH NeNG® 395° WY ,C0RR, YT
TREIT AFOTDDY, WSOA.
Explain the method of launching and using Google Talk by an user having
G-mail account.

19. @oﬁmew@ WOWTeR> ? Smé 2S8R B3T3 TEREITIZNTIY ﬁoo?g:sioﬁ NTIDBIY

QNTOA.

What is a template ? Explain the method to create certificates for your

school.
@@/ OR

D0WBEE d@ﬁemﬁ@e’ WTIBLONTTY, DTO0R.

Explain the disadvantages of embedded document.

ASTE SO,08 BRVINOTIY YA, TFTE SORH030 VP DTT THOF B
méwe O, RO

Mention the advantage of Sort option. Name the group and tab under which
Sort option is available.

BTG Q0L AZIODROT RIRLTIFY, BTE WQTCRITS WIEY Y I
DTITTTY, TOR.

Explain the method to track the usage of Microsot Word application using
journal entry.

cBeesaeden R a%as’@ BeED é%z-ﬁs VTO3RCNRTIC ? afépa Bee3D @%e-—ﬁs ZRTD
DR, 23BAWO.

What is the advantage of binary data type in a database ? Write three types
of binary data type.
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33 IINT TZNIR LOI0R - 4x3=12

Answer the following questions :

VL

VII.

23.

24.

25.

26.

SEEDATTY T aRSODN AR, WEIN %Cgmmwoé’ SIRET APIVBIY
2TOA.

Explain the method of creating a blog account in Wordpress and make it
ready for use.

DI0ITLONE) wRE TTEeNE DoRBARTR), ISoIT I FHIRRVDS
DRRIY, DFOL

Explain the method of opening and arranging multiple workbook windows

in a spreadsheet.
@@eo/ OR

20T &3@3@%?033@ &g@a‘e Sy plaole Cé’@ésawoﬁd ATETH BT FORRI®
TV EI0NT RN FT0DTINT 7 B3 6:3033%0333 G)?;éé’)daﬁ oo DHR méwe‘
Uy BIOY. B B0, 2T %e%&s“@ AOY TROT  ©03,000manE
VBo3RERIeD ?

How does conditional formatting useful in maintaining huge amount of data
in a spreadsheet ? Name the group and the tab under which this option is
available. What is the advantage of the option Highlight cells Rules that
comes under this option ?

TAYSODTY, TOBITVTIVONTYN TITEO 0OIIVEHTIVTIT ST ﬁ@%ﬁ@&& TRWA.
Suggest any six tips to make the presentation effective.
LTI spert Bt wQTERITTY Beemdent BT RIS TOSNYIY DTOR.

Explain the steps to create a database in open office Base Application.

25 9N IFAOR LOZ0R 2x4=8

Answer the following questions :

27.

28.

CeezaedeA it Fo0HRATOS ARNETY, NFOA
Explain the following with reference to database :
i) mémégs eIQ%p é%w@
Numeric data type
ii) ;-;dma 5
Primary key
Ictelcteepilevnd) @wéssdaw SDISPREEIRCTeny &G%ﬁﬁ%ﬁ&g{ NTOA.

Explain four types of views available in a spreadsheet.
@@e9/OR

WES  BIROE  CIWI[IY  BA0ODS  DI0ITLoIY  0RFN
ATONTTMHE IPRPTRTTE TN, I3 SeBE esoNTRY DFOR.

Explain any four page layout options that are helpful while printing a
spreadsheet having huge amount of data.
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II.

III.

IV.

won - D
SECTION - B

Four alternatives are given for each of the following questions / incomplete
statements. Choose the correct alternative and write the complete answer along
with its question number and alphabet : 3x1=3

29. Identify the future continuous tense of the sentence “I contacted my broker
Vikram”.

(A) I am contacting my broker Vikram

(B) Iwill be contacting my broker Vikram
(C) I should contact my broker Vikram
(D) I will contact my broker Vikram.

30. Kiran Lal Grocery is next to the mobile shop. The meaning of the underlined

words is
(A) beside (B) opposite
(C) across (D) in front of.

31. The point at which a road divides into branches is called

(A) intersection (B) junction

(C) crossroad (D) fork
Fill in the blank with suitable word given in the brackets. 1
32. It started raining .................. we went out. ( as early as, as soon as)
Answer the following question : 2

33. Mention any four points that should be included under personal
information while writing your resume.

Answer the following question : 4x1=4
34. Fill in the blanks with the appropriate prepositions given in the bracket.

i) Stand .............. that chair and get me the box from the shelf. ( on, in)

ii) Take these vegetables ................ the kitchen. ( to, into)

iiij Thank you ................... your co-operation. ( of, for)

iv) My friends wanted to share a drink ................... me. ( with, from)

OR

Fill in the blanks with the appropriate word given in the brackets :

i) Radha ................. moved to a new city. ( recently, daily )

ii) Thereisa ....cccoceeevuennnn.. monument near our house.

( history, historical )
iii) Jaipur is one of the .................. planned cities in India.
( best, good)

iv) ‘Sangai’ is an endangered species which cannot be found ..............
else on earth. ( everywhere, anywhere )
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