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General Instructions :
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2

Candidate must write his/her Roll Number on the first page of the Question Paper.

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.

For the objective type of questions, you have to choose any one of the four alternatives
given in the questions ie. (A), (B), (C) and (D) and indicate your correct answer in

the Answer-Book given to you.

-All the questlons including objective-type questlons are to be answered within the allotted

time and no separate time limit 1s fixed for answering objective type questions.

Making any identification mark in the Answer-Book or writing Roll Number anywhere
other than the specified places Wlll lead to disqualification of the candidate.

Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth Earphone or
any such electronic devices in the Exammatlon Hall.

In case of any doubt or confusion in the question paper the English Version will prevail.

" Write your Question Paper Code No. 69/MAY/4 Set - on the Answer—Book
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edium only. However, if you wish, you
listed below : :

Tamil, Malayalam, Kannada, Telugu,
amese, (Nepz(ﬂ}i, .K?Shmiri’ Sanskrit

9 (a) The Question Paper is in English/Hindi m
can answer in any one of the languages
English, Hindi, Urdu, Punjabi, Bengali
Marathi, Odia, Gujarati, K-onkani, Manipuri, Ass
and Sindhi. G A e R
You are required to indicate the langua
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 questions will be yours only.

ge you have chosen to answer in the box
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(1) Answers of all questions are to be given in the Answer-Book given to you.
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(2) 15 minutes time has been allotted to read this question paper. The question
paper will be distributed at 02.15 p.m. From 02.15 p.m.ptc? 02.30 p?m., the
students will read the question paper only and will not write any answer on the

vans‘wer—book during this period. _ _
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Time : 2 Hours] [Maxiinum Marks : 40
Y ¢ 2 gue] [quies : 40
Note : , . |
(1) This question paper consists of 25 questions in all.
(i) Al questions are compulsory.
(iif) Marks are given against each question.
(iv) Section — A consists of : , R
(@)  Question Nos. 1 to 7 (multiple choice type questions (MCQs) carrying 1 mark each).
Select and write the most appropriate option out of the four options given in each of
; these questions. ! ,
(b)_ Question Nos. 8 to 17 are Objective-type questions. Question Nos. 8 to 10 are carrying

2 marks each (with 2 sub-parts of 1 mark each) and Question Nos. 11 to 17 are

carrying .1 mark each. Attempt Question Nos. 11 fo 17 as per the instructions given
for each of the questions. :

(v) Section — B consists of :
(@) Question Nos. 18 to 22 (very short answer-type questions carrying 2 marks each) to
. be answered in the range of 30 - 50 words." ‘

(®)  Question Nos. 23 and 24 (short answer type questions carrying 3 marks each) to be
- - answered in the range of 50 - 80 words. : - ‘

(¢)  Question Nos. 25 (long answer-type question carrying 4 rharks) to be answered in the
- range of 80 - 120 words. el :

(d) Section-B offers internal choices for some questions. Attempt only one of the given

choices in such questions.
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SECTION —A
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N _
1  Installed templates in PowerPoint are accéég}jble through which menu option? 1
(A) Insert (B) View | :
(C) Design (D) Format
Wﬁmﬁmﬁwmﬁﬁ%&ﬁqéﬁwmwmwm%?
A B) =
(A) W | | (B) g‘
- (C) feamga (D) w#e
3
| . Lo
2 When would you use a surface chart? I3 1

(A) To compare individual categories k7
yi | LE
_ B
(C) To show relationships between two vhfgables

(B) To show changes.over time

(D) To analyze two sets of numeric data f;a

ST THY = HA AT AL i
(A) mm%ﬁaaﬁwm%ﬁﬁﬁ

(B) &9 & §1Y S=@E KW % Y ;ﬁ'
(© @ Haaw % o v o 3 g 1
(D) ﬁ{ﬁﬁmm%ﬁﬂ@mﬁsﬂwmgm

0 3
3  Which action ailows you td select an entire paragraph within a fb. 1
Word document? . T T
(A) Single click Wi @) ﬁéuble livk
() Tripleiclicks i 5 - REEEER oo (D) SHIFT + click
qmaémﬁvrﬁ@tﬁmaﬁﬁiﬁwaﬂj%mﬁﬁ%aﬁwmtﬁaﬁ
- TEE BT ¢ , TR
(A) R fris . (B) ==« fwaw
(C) feuw forTa (D) e + forrd
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V/ihldll{tab should you select 1o enter a date in a desired format? :
(A) Home U] (B) Insert
(C) Data L

wd (D) Number
mﬁtﬁrﬁzﬁ%zmm%%r@m%ﬁmhﬁmww?

(8) = 5 ® g
T “ )
il i :
Which of the following is NOT-‘4 way to indent text in MS Word‘7 1

(A) Tab stops ‘ {*‘2 (B) Hanging indent

(C) Decrease Indent button 4 (D) Space bar
@wﬁﬁmgﬁmw%%wwmiﬂ%?

(M) WEw . (B) W .
ffi_:(C): Recbrer ¥z weT N o @ b |

v
N i
is used to indicate theg%almg of the X-axis and Y-axis in a chart? 1
(A) Data labels ¢4 (B) Tick marks
©) Legends (D) Chart title .
el S WWXW@TY.mﬁWﬁaQﬁ%m
B R e "’?
¥ i -‘w,; i 3 Ut
(A) SEIdIE o (B)}ﬁqumf_ | o
(C) g }Efi (D) W& TEew | I
- gﬁ : 3
ic and comparlson operations are performed . " ""unit of 1
) ;
&y
So® cu

W (D) Input

qﬁzﬁm@rﬁﬁmmsmmﬁ%%l

o (B) cu
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8 In the questions given below, there are two statements marked as = 2

“Assertion (A) and Reason (R). Choose the correct option out of th¢ choices

given below in each question:

’%WWuaﬁﬁa‘rmwﬁvsh(A)aﬁrw(R)ﬁﬁﬁm“q%'mgﬁ.
% A g o frwet ¥ & 8 e

(i) Assertion (A): In MS Word 2007, you can change the font size of the

entire document at once.

Reason (R): The “Select All” function in MS Word only applies to the

current section or paragraph, not the entire document.

(a) Both A and R are true and R is the correct explanation of A.

(b) Both A and R are true but R is NOT the correct explanation of A.

(© Ais true but R is false. |
~(d) A is false but R is true.

(¢) Both A and R are false.
ﬁmh(A);qqqaaézomﬁamlﬁmﬁﬁa?rtﬁémqﬁwm
el 2 ' i . i
o (R o 7 R ol e e Xz e 4 v e
¥, q T WO | |
() A ofrc R 4 w8 ¥ SR, A %1 @& T B
() Ao R 2 @ ¥ TR, A 1w
(c) A W ¥ WR I &l ' e
(& ATt TR T E

e) AaﬂTRﬁﬁw%l
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(i)

(a)
)

Assertion (A) The ¢ “Ctrl+z>
undo the last action, includin
Reason R): “Ctrl+z> ;
to revert the docume
recently added bullet
(a)
(b)

keyboard shortcut in MS Word is used to
g the insertion of bullets or numbering.
In MS Word is the undo command, allowing users

nt to its previous state, including the removal it
S or numbermg

Both A and R ape true and R s the correct explanation of A.
Both A and R 4pc true but R is NOT the correct explanatlon of A.

' (C) A is true byt R ; is false,

(d) A is false byt R is true.

‘(e) Both A and R are false,

TEI (A): @Wa's‘ﬁCtermésn-émwwﬂﬁaﬁ@maﬁm

' W%mm%h@mmwmmﬁaﬁa%l

T (R): T T F Ctrl+Z & o oS & o o B TR RaE BT

%ﬁaﬁﬂaﬁrﬁmaﬁﬁw%m%lwﬁwﬁﬁ@ﬁﬁﬂéwam
SS9 F ot ey 3

(@ A T R 3 @@ ¥ TR, A a1 w i B

(b) AaﬁTRa‘lﬁa@%ﬂR,Amaﬁaﬁﬂﬂé’f%l
(©) Aw ¥ WR T ¥
(d) A 7Tod & WX R ¥ ¥
(©) A 3R R 3 Twa ¥

* The “Columns” feature in MS Word 2007 allows you to create only two

columns per page.
When you are typing along and reach the bottom of a page in_a Word
document, a page break will be inserted automatlcally

Hﬁmww

qqqgaézomﬁwwﬁm%mma‘rwuﬁrﬁaawm%l
mm@a—gmﬁaﬁmmﬁmﬁﬁa%%%ﬁ%?ﬁwﬁaéﬁ
mﬁﬂﬁmw%ﬁéﬁ“ﬂ%'
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10 Answer the following : 2
(a)f:{?ﬂ\lame the key used to delete the iext to the right of the cursor.
(b)ﬂWrite name of Shortcut key for pasting the cut text in a document.
ﬁ‘?!lé%m SaT SfTT ¢ '
(a) 3@ A B T R o BT aE oY B T B Rl B
(b%mﬁaﬁmmwmﬁﬁemﬁ gitSez @Y @i M fod |
i ' ' | i :
o~ : : ' Jags
11 Whgh of the following is an example of a font family? . = 1
(A¥="Bold ; (B) Italic
(C)“)Undérline | (D) Times New Roman
?Fl'éﬁ?f T Hic B & T SaTET ¥ 7 h :
(Affe - ®) R
(cgmm B T G
12'2 ) To&cp Screen is an device. Al
" (A} mput ' (B) Output
(CﬁStorage (D) Processing
_ za‘g&ﬁ‘rr T fearzg ¥
(A) TR | (B e
(O &R (D) W
- N ’ : ‘ L a
13 Font size is mcasured in points, where one point is equal to H of 1
a@'lch. ' ‘ ; |
wie aTEe B diggy F A W § SE OF G Uh 39 6 T % T
ear &1 L
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17

Which function would you use to calc\il‘ate the minimum of a range of 1
bers? Tg)
numbers? i i g
T X B WO ¥ A T e e Praah % R o R e T A ?
‘ o
@
Which of the following viéws is most&g;’seful for adding notes to slides? 1
(A) Slide Sorter View if;’
0] Normal View g:
o
(C) Reading View (o)
(D) Slide Show View Ty d
ek ; 1)
WESl 4 E U8 & & o 3} S o ged ot Suam ¥ 7
; ™
(A) WS |idT 7 S
(®) g i
(©) &%= €
i = ' m
(D) e o g ~
: N
v={
: LR |
iThe © tab option is used to add page numbers in a word document. 1
Qaﬁaéawéﬁrﬁﬁaqaﬁﬁgmﬁ%ﬂ?ﬂ hmﬁmmﬁm%l
. 1)
= ol | .
Hold down the . key on the keéyboard while using the arrow buttons - 1

. : ()
to highlight the text in MS Word. P

.

-@@ﬁﬁmﬁwm%mﬁmmmmwﬁaﬁw

@ % e |
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SECTION - B

g -9

18

b
W%é@rﬁfﬁ;ql
OR / a1

Give. two methods to reorder slides in MS PowerPoint.

T TE X W § W B A we ¥ @ alk

19 Explain various change case options available in P'ow,erP‘ “

Wiz & ouee Rt S 9 Rt @ Ao 5t

20 Give the difference between mouse and track ball

._qmaﬁriﬁw%é’ﬁmml

OR / anm
Differentiate between plotter and p’rinter.ﬁ;;

W@Tﬁﬂﬂaé’ﬁrwwml

¥ I}u Mw’m b

21 1fferent1ate between asseml;i! ﬂr

o

@wwaﬁrm%@aw




22 Explain the purpose of creating envelopes using Mail Merge. 2

U B WA BT Tawd S @7 529 qoi AR

23 Provide a brief explanation of the different categories of computer languages. 3

B AW A i SR o dfre e #)

24 Explain the purpose of the folloWing options in the “Print What” section of 3

the Print Dialog Box in MS PowerPoint :
. Slides
. Handouts

*  Notes Page

qaqawsz%ﬁzmﬁﬁﬂam% B =’ IR ¥ Iudey 7 faemeal @

. G‘Esaw%?
S A
o

—n T e

ORlawaf

Write down steps to create a numbered 11st from a text box starting with
number 10.

" mmg@mmm%mmeﬁwmamaﬁ%.
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25 What is mail merge? Explain its uses. g ‘ , /
: Ty

A T w4 ¥ 7 5Eh STERT @ v @il
™

ORY srra

- Write down steps to create a data source using Excel worksheet.

YR Thelie @1 wE w e AR w2 el
0
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o
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