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1.  Fill in the blanks of the following. 12x10=5
et & fo e = 9
(a) is an output device which allows you to listen to voice or music as output. %2
T RYC feamy T S AUl SAETS AU Wi I SSSYS ok 4 H G Hl
sufa Tt

(b) The software that reads a program written in Assembly language and translates it into 2
an equivalent program in machine language is called as

T GiReda’ S THTSet 9T o GIUT ohl SHch Hehe] AT 9o | WW%

FHEAI 2 |
(c) By protecting the document as .
changes either by yourself or by other person.

only, you can prevent any accidental 1,

TEATAS hl 3Tl T § G h W 379 39 fohelt off e o gHeds aRadH
Y == Fehd § R Sl STqeh G fehert 7T @1 =1 fepell &1t g

(d) Primary memory is directly accessed by the central unit. Y2
T AER H Hea e gR1 HY g foRan S Tkt T

() CTRL+O is the shortcutkeyto _ any existing document. Y2
CTRL+O Wiése &t ¥ forslt off i S &l ST Fehdl T |

(f)  Basic shapes are available in feature of Excel. Y2
TRE®_ HER H i I 9o g B

() In PowerPoint all slides can be reordered in view. Y2
TieR e H weft Teel g H -3 o < wehert 71

(h) connection is permanent and is specifically used by large organisations. Y2
o T BT © 3R 3Eeht T faey IR W 9 Sl gy 2T €1

(i) DNSis Name System. Y2
SRR R OR  feH |

G) allows the user to quickly fill cells with sequential data. Y2

o 1 A YeH Hl © R A ISt | Hedl 1 JEeeg ST gR R G |
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2.  State True or False. 12x10=5
el 1 Tera fafEa)
(a) New files can be created through the control panel. Y2
el Y7eT gRT TS el qaR i ST Gl © |
(b)  Uninstallation of a program can be done using control panel. Y2
el Iet g Tt T hT STE=EIIe foRa T Wehd B
(c)  Windows Explorer displays the hierarchical list of files, folders and storage drives on Y2

your computer.

foSIe TR 3119k et W ferd RiNst ged, Hhieet 3R TEa ol TShHAHR F=t yefifd

HATE |

You can export and save your word document in PDF and XPS file format.

319 3797 I SleRgHe I PDF 3R XPS HEd Hitie H 99 3iR TR T T & |

The full form of CRT is Coding Ray Tube.
CRT &l U1 W& § hifer Y = |

Word is used to prepare statistical data.

€ 1 YANT WieHAh T TleT TaR i H fohan SIrem & |

jpg is the extension of PowerPoint presentation file.

jpg UTaR UTge YSIeYH WISe 1 ToRISYH ¢ |

ISP can provide us with a new internet connection.

AR TH.GY. BH 991 S FHRM TS HT Hohal ¢ |

192.168.0.154 is an example of IP addresses.
192.168.0.154 STE. 9. TSH T Th ST & |

Transferring of files on the internet is done through FTP.

T3, G 332 T HES AW ht S Hehell B
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3.  Define the following terms (any two) :

Frefafaa sl =l it sifse (R <)

(a) Line Printer
[SIERRECA

(b) Number Tab of Formatting cells of a spreadsheet
Grediie & wiHfén dew i 7o 29

(c) Page Break
S Sk

4.  Write short notes on the following :

Frefefe o wfere feoof forg -

(@) Computer operations and role of Control Unit
SR 3 S R A g

(b) Rename a file or folder
IEE Sl Thieet i {8 T

(c) Design template of PowerPoint
Hie Wige oAl Tgse Treie

(d) Use of Header and Footer option
¥ T X foehed = TN

(e)  Use of Bullets and Numbering feature in preparing presentation

TSI¥H TR & § gele 3IR Hafn wrek st i

5.  Differentiate between the following :
Frfafed o = i@ T i
(a) SUM() Function and SUMIF() Function
TH() HeRM IR HEH() TR
(b) Line chart and XY Scatter chart
Mg = SR XY Thet =
()  Workbook protection using password and making it Read only.
TS 3 T & T F e S 5 A s T
(d) Font face and Font style
Hie TE 3R e =EA
() Webserver and Website
o Fel Tol o Hige

64/0SS/2-336-A | 4

1x2=2

2x5=10

2x5=10

E5EE
% [ Contd...



6.  Answer the following : 4+4=8
frafafed % sw ST
(a) Based on the given text, answer all the questions. 4

feu T TRe F SMUR W, 9 Wi % SW ST

A trail of data you create while
using the Internet is known as

DIGITAL FOOTPRINT

It includes the websites you visit, emails you send,

and information you submit to online services. A

7

“Passive " is a data trail you unintentionally leave

online.

(i)  What is the alignment of the above text given in first and second paragraphs
respectively ?

TR U MU T2 % Tt IR TR TRETE 1 UeTgTHe Shursl: 9 § 7
(i) Identify and write the effects implied on DIGITAL FOOTPRINT.
DIGITAL FOOTPRINT Y8 9 Sl Sthae o171 41 § 36 UgaHe faf@u |

(iii) Write the steps to copy the words ‘Digital footprint” in the blank after the word
‘Passive’.

‘Passive’ ¥s3 o o5 feu 7T e T H ‘Digital footprint’ Iea] ol Ml L & LH
fafam)

(iv) Write the steps to increase the line spacing to double lines between the sentences.

T o SE H Sod AIed hi e WET 9gH o W ford |

-
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(b)  Answer the following questions on the basis of the spreadsheet given below :

feu T Grevie & onuR W FrAfafed g & W fafau |

A | B | C D
1 | Comparison of weight of a person
2
3 S. No. Name wt. in kg
4 1 Anil 67
5 2 Bharat 78
6 3 Shikhar 90
7 4 Tarun 43
8 5 Umesh 56
9 6 Samar 54
10
11 |Most heaviest person
12 [Average weight

[
~"

Write the formula to display the maximum of all the weight and display it in cell
C11.

& C11 # s 32 wefvid F ¥ o wigen ford |
(i) What is the content of cell A1 ?

T Al T HEZ FE?
(iii) Write the formula to display average weight in cell C12.

I C12 # 37 9a 3¢ YeRia & o1 wigen ford |
(iv) Write the steps to add one column for height before the column (C) weight.

HicH (C) o< o T8l Teh i BIee o Tl UE T & W farau |

-000-
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1.  Fill in the blanks of the following : 12x10=5

forferfiad  f o 9 FHRT

(a) In PowerPoint all slides can be reordered in view. Y2
TeR e H weft Tl g H -3 o < wehert 7

(b) Basic shapes are available in feature of Excel. Y2
T & R B SfE T 3Ty Bt B

(c) Clipart can be added in an Excel file using _ menu. Y2
TRA WA H WY A TN e AU HI Siel ST ekl § |

(d) CTRL+O is the shortcut key to any existing document. Y2
CTRL+O Wiése &t ¥ forsht off TS I &l ST Fehel T |

(e) Primary memory is directly accessed by the central unit. Y2
T AER H Hea e gR1 HY g foRen S Tkt T

() connection is permanent and is specifically used by large organisations. 2

FHF TS BT © SR 3HH FAM fauiy dR R o GEImHi g Bl

(g) The software that reads a program written in Assembly language and translates it into %2
an equivalent program in machine language is called as

TG G daR S UHTSet 9T o G ohl SHch Hehe] AT 1o | WW%
FEA T |

(h) is an output device which allows you to listen to voice or music as output. 72

_ TH 3RS feamy T S STl SAETS AU Wi I SSSYS ok 4 H G Hl
stufa Tt B

(i) In PowerPoint, is the shortcut key for beginning the slide show for Y2
presentation.
qeR fge | IE Yieshe Tl ¢ FTod USIeM o TEE T i YEATd i ST Fehelt |

()  TCP stands for Control Protocol. Y2

AWM A, 1 gl wET ¥ el Wit |
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2.  State true or false for the following : 2x10=5
fmfefed < fere @@/ e fafe
(@) The full form of CRT is Coding Ray Tube. Y2
CRT &l U1 W& § hifer ¥ =4 |
(b) New files can be created through the control panel. Y2
hgiel Uel gRI T WiEed TR Y S Hehdl € |
(c)  Uninstallation of a program can be done using control panel. Y2

et Iet g Tt T hT STE=EIIe foRa T WehdT B

Windows Explorer displays the hierarchical list of files, folders and storage drives on
your computer.

foErS ToRI@IT 319k hrefel W o WiRel e, Wit 3R WEdl ohi TShHITIR et Teid
FA T

You can export and save your word document in PDF and XPS file format.

319 39 I€ SlRHe I PDF 3R XPS HEd Hitie H 99 31K TR T T 2 |
Line Printers are the fastest printers.
o foied worl o fifex 2 €

ISP can provide us with a new internet connection.

R THE. BH A1 S HioRH YSH F Tohal ¢ |

jpg is the extension of Power Point presentation file.

jpg GieR U5 YSIRM Hisel hl TSI 2l

PowerPoint presentation must contain 10 slides.

iR Gse Ysi¥{ | <9 &ASS Bl & el |

WWW.cbse.nic.in is an example of IP addresses.

WWW.cbse.nic.in 3. 9. TSH &1 Teh 3T T

1

1

1
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3.  Define the following terms (any two) :

Frefafaa 1 aftfia s (R ) -

(@) Number Tab of Formatting cells of a spreadsheet
Gredite & wiHfen dew i 7o T

(b) Page Break
S Sk

(c) Clip Board
[ESEEIS]

4.  Write short notes for the following :
frefetad o wferw feooit forg

(a) Design template of PowerPoint

Hier g 1 TesTg Treie

(b) Rename a file or folder
HIEE ] ThieeT i {8 T

(c) Computer operations and role of Control Unit
SR 3 S R T g

(d) Steps for spell checking in word document.

IS TRHe § Te Ao it & L |
(e) Use of Header and Footer option

¥ T X foaeRed 1 AN
5.  Differentiate between the following :
Frfafed o = i@ T i
(a) Webserver and Website
I G T I WL
(b) Font face and Font style
Hie ThE 3R e =

(c)  Workbook protection using password and making it Read only.

qEEE % FAM T Tehash ot GeaT 3 38 T 3frelt s
(d) Printing documents and Saving documents

TS Rl fife T IR sl Ha T
() SUM() Function and SUMIF() Function
TH() TR SR THEH() SR
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6.  Answer the following : 4+4=8
frafafed % sw ST
(a) Based on the given text, answer all the questions : 4

feu T TRe F SMUR W, 9 Wi % SW ST

A trail of data you create while
using the Internet is known as

DIGITAL FOOTPRINT

It includes the websites you visit, emails you send,

and information you submit to online services. A

7

“Passive " is a data trail you unintentionally leave

online.

(i)  Write the steps to copy the words ‘Digital footprint” in the blank after the word
‘Passive’.

“Passive’ I & d1¢ feu 7T e Tom= | ‘Digital footprint’ 9Isa] ohl hidt hid o
fafau

(i) Write the steps to convert the given text in capital letters.
feq T TR i Hfteet s1erl # e & W fafay |
(iii) Identify and write the effects implied on DIGITAL FOOTPRINT.

DIGITAL FOOTPRINT Y8 9 Sl Sthae o171 41 § 36 TgaHa faf@u |

(iv) What is the alignment of the above text given in first and second paragraphs
respectively ?

SR W T TR & TRt IR O TRETE 1 Uewee T R 2
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(b)  Answer the following questions on the basis of the spreadsheet given below :

feu T Grevie & onuR W FrAfafed g & W fafau |

A | B | C D
1 | Comparison of weight of a person
2
3 S. No. Name wt. in kg
4 1 Anil 67
5 2 Bharat 78
6 3 Shikhar 90
7 4 Tarun 43
8 5 Umesh 56
9 6 Samar 54
10
11 |Most heaviest person
12 [Average weight

(i)  Which is the active cell of the given spreadsheet ?
3 T Presfe # wF W e da 72

(i) Write the steps to add one column for height before the column (C) weight.
SHieH (C) I o T8l Th hicH BIES o 1T U i o W faf@n |

(iii) What is the content of cell A1 ?

T Al T HEZ FE?
(iv) Write the formula to display average weight in cell C12.

a1 C12 # 37 9d 3¢ YeRid & o1 wien ford |

-000-
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1.  Fill in the blanks for the following : %2x10=5

forferfiad  f o 9 R

(a) DNSis Name System. Y2
ST H o 7 - e |

(b) In PowerPoint all slides can be reordered in view. Y2
e Uige H W WESl = H G- fopan <1 Wehell B

(c) Leased line connection is and is specifically used by large organisations. Y,
g e FHeTeRH T 3R zuem favm & ¥ 9 HXUFl g s fRan S ¥

(d) Primary memory is directly accessed by the central unit. Y2
WA AERT H Hed e g WY yorw foran < Hehell T

(e) CTRL+O is the shortcut key to any existing document. Y2
CTRL+O Wiése &t ¥ forsht off i I &l ST Fehel B |

(f) VDU is also known as . Y2
dtfeg. = +ff gl S |

(8) is an output device which allows you to listen to voice or music as output. 2
U ITRYC Ay § S STUI STETS ST¥dl W Hl STRCYS o €9 H GAT Fl
arufa T B

(h) Read only document can not be by the user. Y2
{e 3l SiagHe &l IR g T2 R S FehaT B |

@) connection is permanent and is specifically used by large organisations. 2

TR T BT € S gHet A fasiy d W e geHi g e ¥

)  The software that reads a program written in Assembly language and translates it into 2
an equivalent program in machine language is called as

T G daR S UHTSet 9T o G <hl SHch HeRe] AT 9o | WW%
FEA T |
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2. State True or False :

T A1 e fafgu

()

New files can be created through the control panel.
el UeT ERT TS IS qaR i ST Gl |
192.168.0.154 is an example of IP addresses.

192.168.0.154 STE. 0. TSH T Th IS & |

Uninstallation of a program can be done using control panel.

et Iet g Tt T hT STE=IIe foRa T Wehd B

The full form of CRT is Coding Ray Tube.

CRT &I U1 W& § hifer Y = |
jpg is the extension of PowerPoint presentation file.
jpg TfeRaEe YSIeM TISe o1 THIIH T |

.pptx is the extension of PowerPoint presentation files.

pptx TERUTES IS=TM gl hl TFISIH 2l |
You can export and save your word document in PDF and XPS file format.
3119 3797 IS SleRgHe I PDF 3R XPS WEd Hitie H 99 31X TR T T & |

Windows Explorer displays the hierarchical list of files, folders and storage drives on
your computer.

foEe T 3T Hrefel W o Wi grd, Tieet 3R FEe & IShHATIR =i

yef¥id e 2

By pressing Home key, it will take us to the start of the document.

B I T A T SrRHE S YETd § Ugd 9 7 |
The full form of LCD in LCD type monitor is Liquid Crystal Display.

T |l 2y WX H Ta g w1 qul W g § fafres fhea fewe

12x10=5
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1
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Define the following terms (any two) :

Frefafaa 1 aftfia st (Rl ) -

()

(b)

(©)

Page Break
EEICED
Track Ball
% Al

Number Tab of Formatting cells of a spreadsheet

TeIMie & HHfET Hod i Fo) oF

Write short notes on the following :

Frefafea v Hiee ool fafa

(a)

Use of Header and Footer option

T @ T Tawed & @M

Design template of PowerPoint

HieR Wige <Al fesig Treie

Slide layout and their uses.

TAIZES I3TEE T Sk ST |

Computer operations and role of Control Unit
Sope 3 F S F A

Rename a file or folder

TS STl Hieed Tl Y99 HET

Differentiate between the following :

fr=fafad o i@ T Sifse

(a)

MIN() function and MAX() function
i) e T () R

SUM() Function and SUMIF() Function
TH() HeRM TR THEH() TR

Line chart and XY Scatter chart

A =1 3R XY Thet =1

Workbook protection using password and making it Read only.

qEEE & FAM 9 Tehdsh i GaT 3R 38 e sl aam

Font face and Font style
e T 3R Fle @I
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6.  Answer the following : 4+4=8
frafafed % sw ST
(a) Based on the given text, answer all the questions : 4

feu T TRe F SMUR W, 9 Wi % SW ST

A trail of data you create while
using the Internet is known as

DIGITAL FOOTPRINT

It includes the websites you visit, emails you send,

and information you submit to online services. A

7

“Passive " is a data trail you unintentionally leave

online.

(i)  Write the steps to remove the underline of the word “passive’.

vi=e ‘Ufge’ #Y 3ieteEd geM & & fafau |

(i) What is the alignment of the above text given in first and second paragraphs
respectively ?

TR U U TR & Teel 3R TH IREE 1 TATR-He Shasl: 1 2
(i) Identify and write the effects implied on DIGITAL FOOTPRINT.

DIGITAL FOOTPRINT Y8 9 Sl Sthae o171 741 § 36 TgaHa faf@u |

(iv) Write the steps to copy the words ‘Digital footprint” in the blank after the word
‘Passive’.

‘Passive’ I & o5 feu e e Tom= | ‘Digital footprint’ 9Isa] ohl hidl hid oh
fafau |
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(b)  Answer the following questions on the basis of the spreadsheet given below :

feu T Grevie & onuR W Frfafed g & W fafau |

A | B | C
1 | Comparison of weight of a person
2
3 S. No. Name wt. in kg
4 1 Anil 67
5 2 Bharat 78
6 3 Shikhar 90
7 4 Tarun 43
8 5 Umesh 56
9 6 Samar 54
10
11 [Most heaviest person
12 [Average weight

Write the steps to add one column for height before the column (C) weight.

HicH (C) o< o I8l Teh i TIee o T TS T o W farau |
What is the content of cell A1 ?

A A1 T e FNE?

Write the formula to display the maximum of all the weight and display it in cell

C11.

¥ C11 # sAfershad 92 YRl s o forg widen ford |

What is the content of the cell A11 ?
A A1l il Hoe 1 &2
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