This Question Paper consists 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.

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 lead to disqualification of the candidate.

5. Write your Question Paper Code No. 50/S/A, Set 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: (i) Attempt all questions.

(i1)) Marks are given against each question.
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1. Match the following and write your answer in the answer book :

(a)
(b)
(©
(d)
©)
(®

A
Plotter
Compiler
Transition
Adding Picture
Name, Type, Size

Creating New Folder

@
(ii)
(111)
(iv)
)
(vi)

B
Effects
File Menu
File details
Language Translator
Insert Tab

Output device
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[ Maximum Marks : 40

[ quTies : 40
Ix6=3
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2. Write in your answer book True/False for the following statements : % X6=3

(a) Laser printers are slow and produce poor quality print.

(b) A file cannot be retrieved from Recycle Bin.

(c) Start — All Programs — Accessories — Windows Explorer
Above sequence of commands is to be followed if you want to open Windows
Explorer window.

(d) Tools menu helps to see file details.

(e) Spell check feature can be used in PowerPoint presentation.

(f)  Excel’s filtering and sorting techniques are used to arrange worksheet data more
quickly and find desired result.

1 T2t & feTw 1ot STR-gfeeht ® Wel/ATerd fetfa

(a) R g 9 & 3T I @O FH@iferd! & e sea € |

(b) T HITA Bl THEHS o T a19F Tel T fohar ST TehelT € |

() W — 3t U — TN — TS TaRwiRg
IR FHASH Hl GAT N Ui HAT 3T & A% 3T [Teis TRy et it
G =ed § |

(d) <TT B T 31 FEe H (ol 3@ Tohd ¢ |

(e) A I HITR T TN YoRUES U= H {31 ST TeheT € |

(f) TR o e SR G qehrten 1 TaT Fheie STeT &l 31 oSt | sFared
FA 3R TS IROMH U A o T fear ST & |

3. Define the following : 1x4=4

(a) Object Program
(b) Chart

(c) File Management
(d) Slide layout

=1 =t ufeIfoe e
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(c) TIEE HASTHE
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Write short notes on the following : 2x4=8

(a) Line Printer

(b) Mouse Pointer

(c) Selecting Text

(d) Format Painter

7 9T dfere feoon (:ﬁZ\'{T) @ .

(a) e firex

(b) HISH R

(c) R Toetae T

(d) w9

Differentiate between the following : 2x2=4
(a) Inserting Text and Deleting Text

(b) Numbered List and Bulleted List

(a) TR THS HEAT AN THRL TAE h

(b) FuE fore 3R Foide fore

Answer the following questions : 2x5=10
(a) Write the steps to delete a file or a folder.

(b)  Write the steps to move the selected text.

(c) How is a merge document created ?

(d) What is the importance of formulas in any spread-sheet program ?
(e) Write the steps to create a Bulleted list.
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7. (a) Write the key combinations which you will press to do the following actions in

a word document. 2x2=4
(i)  To make the text Bold
(i1)) To make the text all caps.
(i1i1)) To replace a word
(iv) To create a New file

(b)  “Screen saver is a program that starts a animation after a period of inactivity.”
In the above sentence two words are missing which are to be inserted before the
underlined words. Write the steps to insert these words which are given below :
(1)  utility before program
(i1) predefined before animation

(a) U IS SogHe | =1t it Fx & aw foh= it §aisHn (key combinations) 3T
TR 4T 2

(i) TR oS BT |
(i) Y TR B HH (All caps) BT |
(iii) T IE Bl Nerd HAT |
(iv) U 7 e ST |
(b)  “Screen saver is a program that starts a animation after a period of inactivity.”
SRR T | W @l foid MY § e 3TSteisd [T T Wl % Ueel e e
T 1 T Ul B T R o R e | 3 v A fgr e €
(i)  program ¥ ¥ Uet utility
(i) animation 31X ¥ U&et predefined
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Answer the following : 2x2=4

(a) Write the steps to plot a column chart for the data given in the table below
which shows the distance of five cities from Chandigarh :

Name of the City | Distance in km
Ambala 170
Delhi 280
Jalandhar 150
Jaipur 580
Lucknow 680
(b) A B C D E
1 | Post Basic | DA | HRA | Net Pay
2 | Clerk 3500 | 2000 | 1000
3 | Manager | 8000 | 4000 | 2000
4 | AGM 10000 | 5000 | 4000
5 | DGM 12000 | 6000 | 5000
6 | GM 20000 | 8000 | 8000

Based on the above data write the formula to calculate the following :
(1) Net pay of GM by using the formula as Net Pay = (Basic + DA + HRA)
(i) Net pay of clerk using the above formula
(1i1) Average Net pay of AGM & DGM
(iv) Net pay of a manager

=T AT ST %ﬁ:@? :

(a) 7 29t A 9ShTg weX @ Ui w6l i g fhcidiel § &) TE ¥ | 39 ST & SR W
Teh ShicTH = TS hi oh L fefEgy

IET HT A T km ¥
3Tl 170
Tt 280
SiiTices 150
SR 580
AGTS 680
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(b) A B C D E
1 |Tg afgs | DA |HRA |30

2 | FAH 3500 | 2000 | 1000
3 | g 8000 | 4000 | 2000
4 | AGM 10000 | 5000 | 4000
5 | DGM 12000 | 6000 | 5000
6 | GM 20000 | 8000 | 8000
ST BT & SR W = hetgheie Hi o [T Biger o
(i) GM & 7 U g =1 et 1 3uahT & :

(AT 9 =98% + DA + HRA)
(i) T BT e U (ST HiHAT TN )
(iii) AGM 3f¥ DGM #f 3 d (Average) 9 0
(iv) BFRH AT
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