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All questions are compulsory. The marks allowed for each question are given
beside the question.
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3 3R fawg Tog el # faf@w

Write your name, enrolment number, Al name, and subject on the top of the
first page of the answer sheet.

Affaa & & fFd v UM &1 3AT F9HT 40-60 Aar F HfSw- 2

Answer any one of the following question in about 40-60 words.

A)  UgH TN S Brsd # it f Tafaat B q{d GURAT "eaT ¢ g% $8D
foIT 'AutoCorrect’ PrIX T SUAIT HA HT bl &7 (U13-3 ¢W)
Rahul wants to fix typing errors instantly in his Word file. How can he use the
'AutoCorrect' feature to achieve this? (See Lesson-3)

B) fsIsT XP & '&hgtel Uedel' (Control Panel) T qALY P FIAT &2 TP ACIH J 37T
fper & gonfordt Y age T B2 (Urs-2 &)
What is the main function of 'Control Panel' in Windows XP? Mention any two
settings you can change through it. (See Lesson-2)

feafaf@a # & 5 v U4 & 3 THIT 40-60 AT 3 {ifST- 2

Answer any one of the following question in about 40-60 words.

A)

B)

T &1 30aT a8 sfagdic Bwiee A4 & T A5 ITHER & HETS W fUie HEr
¢! 38 Ric sTIreior giFg (Print Dialog Box) # 38 deaTd & T Hla-8 camagRe
RO BT UTeld HIAT B2 (UT3-3 ¢H)

Priya needs to print her Word document on A5-sized paper instead of the default A4.
What practical steps should she follow in the Print dialog box to make this change?

(See Lesson-3)

HTHT Y Teh Qe IS SfagFHT A UR YA &1 38 'Open’ SIAATIT TR ehl SUANT &hleh
3T BTse Wil 3R 38 @il T Uik fAedR & qdssT| (UTs-3 W)

Amit needs to edit an old Word document. Explain the detailed process for him to
find and open his file using the 'Open' dialog box. (See Lesson-3)
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AFafaf@d & O T U U &1 3AT F9IHIT 40-60 <G SfSu- 2

Answer any one of the following question in about 40-60 words.

A) ReE F U tedd dA me @I A Uh dd IO Bl g8 AGIHST U F <Ry
fpT far U wicdH # Tt TEA3T HT AT (sum) Tedl T UTH AT ATedl &
ag 58P foIT "AutoSum" PR HT 3T HH H Fbdl &7 (TT3-6 )

Vikas has a long list of household expenses in Excel. He wants to quickly get the
sum of all numbers in a column without typing it manually. How can he use the
"AutoSum" feature to achieve this? (See Lesson-6)

B) U 3UANhAT o Uk J & AT Wice, aist 3R T & Iy wide har &1 a8
3HT BIATET P W G HAT-3elT Vol W Jid HA AL B Tl ©?
(U15-7 3W)
A user has formatted a cell with a specific font, border, and color. How can he

quickly apply the same formatting to ten other different cells?
(See Lesson-7)

Aeafaf@a & & fhet v U4 &1 3aT 99T 100-150 QUeal # &ifaw- 4

Answer any one of the following questions in about 100-150 words.

A)  MS Word # ‘Mail Merge’ Jfa4T & FT FAecd §7 Ifg fRET SuAerehdl & 50
-3 ITeehl &b foT AT AT (mailing labels) T &, dF 38 fher F&T
TIOT T Tl AT BIMT? (U15-3 ¢W)
What is the significance of the ‘Mail Merge’ feature in MS Word? If a user needs to

create mailing labels for 50 different customers, what are the main steps they must
follow? (See Lesson-3)

B) ‘ATAS T doic’ (Monthly Home Budget) & fow e wWefic o 3R
fArafafaa af & o F ava Fi
1) "Sheet1" T ATH dGelhl "March Budget" &Y|
i) o, e AR el e & o 3ar e Y|
iv)  'Format Cells' STIIIT TR P SUANT d¥h G ST WX 'Border' TN Y
V) 3T el @ Qe fG@a & uge 'Rent' drell UTRb (row) @ f&UTT (Hide)

(Urs 6 3R 7 34@)
Create a spreadsheet for a "Monthly Home Budget" and describe the steps for the

following tasks:
1) Rename "Sheetl" to "March Budget".
i) Enter data for Rent, Groceries, and electricity bills.
iii) Use "AutoSum" to calculate the total expenditure.
iv) Apply a "Border" to the entire table using the 'Format Cells' dialog box.
V) Hide the row containing 'Rent' before showing the sheet to others.
(See Lesson 6 & 7)
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AFaffad & ¥ A T U @ 3aT SIeTHIT 100-150 A=l F Afom- 4

Answer any one of the following questions in about 100-150 words.

A) TRAA #H 'O HEHT' (Page Setup) & faffiea faweur S anfoa, hfoer 3k
INNTEAT P Ascd GASSU| (UTS 6 W)

Explain the importance of various 'Page Setup' options in Excel, such as Margins,

Scaling, and Orientation. (See Lesson 6)
B) fdSiT XP & AT AIFCR (Software) FTEIA Pt IHR G FFCIR A &€

(Remove) & faFqd axoT &=m &2 (U 2 W)

What are the detailed steps to install new software and remove old software in

Windows XP? (See Lesson 2)
A & 7 Rt F § P e af@eEr AR fifse- 6

Prepare any one Project out of the following projects given below:

A) THh AP dAaeR & & H, 3R [Feafaf@d waR Aaet & @1y et

wsefe gt &: (U3 7 <)

HHAIY 3MSST (Emp ID) | ATH (Name) HeT ddd (Basic Salary)

E001 Sumit Kumar 45000

E002 Rashmi Sen 55000

E003 Vikas Modi 38000

E004 Anjali Sharma 62000

E005 Rashid Khan 25000
UG 3¢ o ITUR W fAeafaf@a caase st o o 3R 3 TR0 (Steps) o EaR &
forg:

1) gpefic 9T 3R 53 "Salary_Record.xlsx" & &7 H 3T &Y |

i) FHERAA BIATCT (Conditional Formatting) <pl SUATIT Feh 3 hAATRIAT &b ddeT Pl
ATl LT T TTSATEE P ToTAdT Il 50,000 T 3P B

iii) Ut He3 T (Page Setup) &I 3UINT Flch NRTEAS Pl SFsEhT (Landscape) # geel 3R
'Fit to 1 page' W@W%ﬂﬁt@ﬁﬂﬂﬁﬁﬁl

iv)  3cT ol cHafedd o & foIT AT (Name) 3 3TUR WR 3T I i€ (Sort) HY|

V) 3d &, Ig AT Bt & forw 6 e 3mse @ &, fie tieg (Print Preview) S |

Project Topic: Employee Salary Management

As an office manager, you need to create an Excel spreadsheet with the following

employee details: (See Lessons 7)

(Table contents same as above)
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Perform the following practical tasks based on the data above and explain the steps

in detail:
1) Create the worksheet and save it as "Salary_Record.xlsx".
i) Use Conditional Formatting to highlight the salaries of employees who earn more

than 50,000 in 'Red' color.

iii) Change the orientation to 'Landscape' and select the 'Fit to 1 page' option using
Page Setup so that the data looks correct when printed.

iv) Sort the data based on the Name to organize the list.

V) Finally, view the Print Preview to ensure the print layout is correct.

B) Rresr darea uRaisrar uftees: st vl (Windows XP) fTed X 3iffer@mk
(archives)ﬁmmmmma?mﬁmﬁl ﬁQﬁTBIU'IEIT-lT
glafa & & for aRASEr & ucdsd @OT F 32T H caredr w1

(urs 2 3d)

Y

1. 'My Documents (HTI 3'7?@?(?)' A "Library Archives" «TH qATH q&g HIest T |

2. W 37eX 3U-PlesT Jel; "Fiction", "Science", "History", 3R "Reference”

3. EFU%TUTF}‘?[ .doc' WISl &Y WraTel & oIt T HUTATSA (Search Companion) T SUATT
P 3R 3% "Reference” & PIUY B

4. "Science" &I ATH dgcelh "Advanced Research” HL|

5. "History" Blea &l &I ¢ 3R R 38 JJradhel [ (Recycle Bin) & W?Jﬁﬁﬁ Gy
A& TRT I UAd TR & forw Taft dapaiidhT TRt Y TUE &7 F Faiiag A |

Project: System Organization Project Scenario: Act as a Digital Librarian organizing
archives on a Windows XP system. Explain the purpose of each step in the project to ensure
professional quality. (See Lesson 2)

Tasks:

Create a main folder "Library Archives" in ‘My Documents’.
2. Inside it, create sub-folders: "Fiction", "Science", "History", and "Reference".
3. Use the Search Companion (&= #f) to find all “.doc’ files on the computer and

copy them into "Reference".
4. Rename "Science" to "Advanced Research".

5. Delete "History" and then restore it from the Recycle Bin (f&mrea fom). Instruction:

List all technical steps clearly for each operation performed.
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