This Question Paper consists of 8 questions and 8 printed pages.
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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 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. 51/AS/3 on the Answer-Book.

6. (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,
Oriya, 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) If you choose to write the answer in the language other than Hindi and English, the
responsibility for any errors/mistakes in understanding the question will be yours
only.
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Note : (1) Attempt all questions.
(2) Marks are given against each question.
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1.  Match the following and write your answers in the answer book : 1/2x6=3
A B

(a) ALU (1) Series of Slides

(b)  Task bar (i)  System Software

(c)  File management (iii)  Equal to sign (=)

(d)  Operating System (iv) Mathematical Operations

(e)  Presentation (v)  Icons of Running windows appear

(f) Spreadsheet formula (vi)  Windows Explorer

=1 SIS foesT 8iR SW 1ot TR i # fafau |

A B

(a) TWAF (ALU) () wEe" & HHS

(b) TR R (i) oeeH S

(€) i HeHe (i) gl g HEH (=)

(d) s fagen (iv) HAdifera sArerw

(€)  IsEM (v) e & s e e 39 €

()  TIevie B (vi) faSe THI@RR
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2. Write in your answer book, True/False for the following statements :

(a)

GUI stands for Geographical User Interface.

(b) CRT is a type of plotter.

(c) Slide show view helps you to view your presentation at its final stage.

(d) Bold is the only font style used.

(e)  Using Control Panel it is difficult to change system settings.

(f)  For creating a New document, you can press CIRL + N keys on the keyboard.

=1 el & foru eTot SR gt § @@l = erd fafe -

St 8 (GUI) &1 faega &9 SERnfhehd IR 3e0hd & |

(

(b) W 3 (CRT) TF TR HT T T |

(c) TS I = 3T Tl 7T TSI THH! FleTd Wl H 7@ H HEE il ¢ |
(d) ¥ITE (Bold) & T HIF TR &t W ATl Hic WEA |

FHeldt I 1 JA weh faey ST #i aea givwe g Sl
Teh 91 SiHE SFM % foly, 319 Fiee T CTRL + N &St a1 Tehd ¢ |

1rx6=3

3.  Define the following : 1x4=4
(a) High level language.
(b) Control panel.
() Input devices.
(d) Line charts.
=1 w1 wftsmn fafe -
(a) T TaA cAvest
(b) e i
() FIYe feamas
(d) @
4.  Write short notes on the following : 2x4=8
(a) Keyboard (b)  Selecting Text
(c) Headers and Footers (d) Font Style
e o wfara feooft (Frew) fafew
() TS (b) T F fadw
(c) e=H wd ped d) TR wEa
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5.  Differentiate between the following : 2x2=4
(a) Vertical and Horizontal Scroll Bar.

(b) Creating and Saving a New Document.

=1 & &g TR W= Hif

(a) dféwa Td eiwed Bhid IR |

(b) T EfRHE I TAMT AR TC STRHS HT A HEA|

6.  Answer the following questions : 2x5=10
(a) Write the steps to delete a file or a folder.
(b) What is meant by main document when you are using Mail merge ?
(c) How can you differentiate a formula with a function ?
(d) Explain various elements of an Excel worksheet.

(e) Explain how Word corrects misspelt words and grammatical errors in the
documents.

=1 9l o1 SR ST

(a) T& HEA A TH Hiced &l feefle 70 & R fafa |
(b) Tel 379 WA HSl KT FART FI & © Al A SRIHS © 379 1 THA ¢ 2
(c) TRIeT iR e H a1 SR T2

(d) TF T Tehvie & fafa= Teficd #F-%H 9 B €, 9uiF S

) TS fond TR | SigHH H TToTd TG aTet Teal TS UTHR i TTieaal ohl hige il @ 7
U Y |

AR EMATTAMUII ¢ conta..

51/AS/3-229-A]

9}



7.  Answer the following : 2x2=4

(a)  Write the keyboard shortcuts or any special key which you can use for the following
actions :

(i) To open a presentation.
(i) To save a presentation.
(iii) To begin a slide show.

(

iv) To end the slide show.

(b)  Write the steps for changing the font style from Normal to Bold for the text in a
paragraph.

ﬁwwwaﬁﬁn:

(a) T %l % forg oy f99 FieE iéwey 1o T His 1 T w41 S% fAfEy
() T YSI¥H =l Qe |
(i) T YSAIH I G FHAT
(i) T TATS T I IRY HLAT|

(iv) T WIS W Sl TeH HTAT|

(b) T TR & TRL HT A0 ¥ dies Hic =Ed | Iea & = fafeu |

8.  Answer the following : 2x2=4

(a) The Road transport department of Jaipur city conducted a survey and found the
following data about the type of vehicles running on the city roads. Write the
steps to plot a pie chart to show which mode of transport is used most.

Type of Vehicle % (of total no. of Vehicles)
Four wheelers 40
Three wheelers 15
Trucks 20
Buses 10
Two wheelers 15
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(b) Following spreadsheet data shows the expenditures of a middle class family for
the first quarter of a year towards its major requirements.

A B | C | D
(Expenditure in %)
1 |Requirements Jan Feb March
2 |Clothings 800 900 1000
3 |Electricity 500 495 515
4 |Phone 400 450 350
5 |Grocery 2000 1700 1900

Based on the above data write the formulas to calculate the following :
(i) Total expenditure of the family in the month of March.

(ii) Total expenditure on electricity from Jan to March.

(i) Total phone bill paid during first two months.

(iv) Total expenditure on grocery for the first quarter of the year.

=1 &1 S ST -

(a) SR TR & TSk IRERT f99M 7 76T St ISl T I ol a6l o YR o I |
T TS 3 & T U 9d hiamn iR 11 et o {39 SRl & 3TeR R e
(pie) ¥R Wiie H % W fa@l dife I8 qa1 T S Tk fF 79 IR o am_d H

T TFm K[l %\' :
TEA RTYRR | TEAT bl GEAT (HA T WA )

=R qfedn 40

o afen 15

TH 20

EE| 10

e 15
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T Teviie Sl ® & g il 9ReR &t 78 S&dl & fae 96 & g9m o 7eH o

b
v e o e femmn T
A B | ¢ | D
< T (TR E) ———>
1 |AEvaesan SR LT I
2 |%US AR 800 900 1000
3 |forstett 500 495 515
4 |®H 400 450 350
5 |wE 2000 1700 1900

ST TRT & YR R 19 &1 S o foag 3fea wigen fad
IRaR &1 A€ & 78R § Fd @

S § ArE qo fastelt W aren T

T S HEHl H A fohdl T ®A w1 wd
oY o GYH qF HEH § WE W fR T Fd w@ =

(@)

(i)
(i)
(iv)
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