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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. 60/S/A/T-A on the Answer-Book.

6 The Question Paper is bilingual. In case of doubt, the English version should be considered
as authentic.
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Time : 2 Hours]

Jvavo g 2 Koden

[Maximum Marks : 40
(8% Srchyens 40

Note : (1)

All questions are compulsory.

(2) Marks allotted for each question are indicated against it.

8 2 (1) EHONEE Hhrerdines [EroKtw.

(2) P8 OF) Wrdpen GAISCLENT BHIRIFOW

1  Match the following and write your answer in the answer book :

Column A Column B
(a) Mnemonics (1)  Quit Programme
(b) SUMIF (i1)) High Level Language

(c) Close button
(d) Slide show
(¢) FORTRAN
(f) Memory unit

(iii)
(iv)
v)

(vi)

Symbolic codes
Data storage
View type
Function type

Bod e KB VO Jrerorey DSOS’ (P00 !

Column A Column B
(@) I8y (i) &S Rir
(b) . 2 (ii) 3 S3S orgonge
(c) §% 268 (iii) 20erd8 é’s&(b
(d) ?85 g (iv) wer @‘9835
(&) Fers (V) & BS
() DB aXrdd (Vi) DogS 8D
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2 Write in your answer book, True/False for the following %X6=3
statements :
(a) A standard keyboard has 104 keys.
(b) Restore command helps to delete the stored files.
(c) CTRL key helps to select non-consecutive files.
(d) Replace fonts feature does not help to change fonts in a slide.
(e) Track change option lies under Insert tab.

(f) SHIFT + F3 is the short cut key used for changing the case of text.
&5 (80O VOQH D DErErTre HB0S® IS / & [Franod.

(a) Erdme3s 8 S°GS® 104 8en IO,

(b)  JexgiBdd PEHD FohotmAs 8YE 8ol JEranHEIBI0s.

(€) T EQSrgess PE) Q050888 CTRL &' 00008008,

(d) }235 FoQD DS EA8 8 Fod ©Fwo JEPaNDHED.

(6) (& Hrdy) DoDED BIHG JoVES® &od.

(f) SHIFT+F3 o3 &5 86§ 8 &5 S ar8 @8 edairhrd.

3 Define the following : 1x4=4
(a) Utility software
(b) Formula
(c) Control Panel
(d) Printer

Bod a8 deDoHOd :
(a) oesdE 5 56
(b) aper

©) SoS°S FBS

d) @oes
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4  Write short notes on the following : 2%x4=8
(a) Font Face
(b) Rulers
(c) Input Devices

(d) Creating Smart Art in worksheet.
83 (Bod e DofHorr [ravod

(a) @o&

(b) &redy

() ad D dI¥

(d) RS & B &b 2 HHRowso.

5  Differentiate between the following : 2x2=4
(a) Spelling and Grammar checker.
(b) Deleting text and Replacing text.

Bod ¢ B¢y oy Eronod !
(a) )Doh Bty agEse S
(b) Sy EORoBGo Bdow Bgoh BEY

6  Answer the following questions : 2x5=10
(a) Write the importance of Mouse pointer.
(b) Write the steps to copy a file using My Documents.
(c) How can you create a data source using Excel worksheet ? Explain.
(d) What are the various elements of any formula ?
(e) Briefly explain about various slide layouts.

& (800 PHOH Jdrerden [FroNo’d.

(a) &3 Frowowd G EPENgSL [Franod

(b) B @EgBof » GHTrNoD S 570 BodEAB Ko SFoD [Ea0od,
(€) BS HGal GHCIrAOD W Ber Dred) Jo° Sord Bys® AHBoWOR.
(d) Bz EUIS)[SLEICV VSRR VAIA RISl 4OV Aes?

(e) A :’92)5 8 o HBOD Homr AHBoHOA.
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7  Answer the following : 2x2=4

(@) In a Word document, which short cut keys are pressed to do the
following actions ?

(i) To copy a paragraph of text
(ii)) Go to the beginning of the document
(ii1) To Replace a text
(iv) To activate Spelling and Grammar checker
(b) Write the steps to do the following actions on the given sentence :

Tillnow our instituta has
imperted skill based training to over
50,000 youngboys and girls and created
empleyment opportonities for them.

(1) Correct the spelling mistakes in the above paragraph.

(i) Above text is Ariel and size 10, change it to Ariel black,
size 14.

(iii) Make the above text Bold and Underline
(iv) Left align the text.

&3 B0 a°¢38 DAreraroy ([E°00od.
(a) & Bod BEgeR Do K5 wEnDod &° ) b 565 8 SHBrAYD.
(i) Doy TS Q & 50 (Copy) BoN@E8
(i) 5ol STng), Iocsed Vo
(i) BB D drS)HEs
(iv) 2)0of Mwbow b 860 HBovo BoNwdd
(b) NS 80 @ Bod FEgodn BoNEIE S [EPoDod.

Tillnow our instituta has
imperted skill based training to over
50,000 youngboys and girls and created
empleyment opportonities for them.

() 2 20S™ Doh SHpet HBTovod.
(i) P H5H0L BN, HBHre0 10 Lod B8NS 28,
dBreso 14 & drdyod.
(iii) Sy $°S HHBow @oégﬁ ZoDoA.
(iv) P &5°Q) 8 B8 Bovod.
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8 Answer the following :

2x2=4

(a) The following table shows data, as observed by an audit agency about

the revenue spent by the govt. on various areas of development.

Write the steps to plot a pie chart on the basis of this data.

A B C
1 | S.No. | Areas of Development | Revenue spent (in %)
2 1 Education 22
3 2 Health 27
4 3 Rural development 11
5 4 Farming 25
6 5 Sanitation 15

(b) Following data shows marks of 6 students of 10th class in 4 subjects

in the pre board exams. Based on this data, write the formula to calculate

the following :

A B C D E F G
1 | S.No. [ Name of Student | English | Maths | Science | Computer | Total Marks
2 1 Sudhir 68 80 72 84
3 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
5|1 4 Pratham 91 92 93 90
6 5 Neena 45 56 59 44
7 6 Ravish 78 88 91 89
(a) Write the formula in cell G2 to show total marks of Sudhir.
(b) Write the steps to copy the formula in G2 to the rest of the cells
(from G3 to G7)
(c) Write the formula to calculate the average marks of all students.
(d) Write the formula using function to find the maximum of total marks.
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(a) S8 (Bod a°¢38 Jddrgraro ([@°0Hod.
Bod IPS @DHY I I SorreP EELSE0 PO BH woroo
(HB0D GAE By AV BEr BV, & BE® eErdoT P
=8 (pie-chart) Hov@d8 Ko SFod oo,

A B C
1 B Doy ©DH)B Bodd Sorren | BNBD oo
2 1 2e5g 22
3 2 e6°ego 27
4 3 e85 )8 B
5 4 0gOJ000 25
6 5 el Vlalde 15

(b) [Bod Ber [ 5°C NS, 4 DPHOST 10 O $8K8S° 6 od Jargde
B B WD, S B eerdorr, Bod &) B8 o8 drEed)

EroX0&.
A B C D E F G
1| B0 dogg IDCS"SQ 08 | English [ Maths | Science | Computer Total Marks
2 1 Sudhir 68 80 72 84
3 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
5 4 Pratham 91 92 93 90
6 5 Neena 45 56 59 44
7 6 Ravish 78 88 91 89
(a) 6 GIng) Bndo Hrdp e BrbosEId 1S G2 &° LrEed) [Eonod.
(b) G2 &° &rEd) WADS 25 0% (G3 o8& G7 $6%) =0 (copy)
BoOEA8 Ko S0 [@aHos.
(€) oA Jogdo Jiw (average) Hrdped B oSER Ko )
(formula) & [@roHo.
(d) Bodo LBy 03E) 8P (Maximum of total marks)
ORI POES &IGIrAOD Frdyer [@ranod.
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