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fdar -
(i) @ vy sfvad ¥
(i) 9 BH% 1 9 4 a6 aggfiss usT & | wls wed & fiw § aiw amEfeg ¥
(iii) w97 9% 5 § 9 % 3 oih oafed &
(iv) WeT wHie 10 & 15 9% 5 3% amafeq ¥/
(v) 999 %% 16 9 20 9% Wdd 9T 9T 7 3 amefed ¥
Instructions :

(1) All questions are compulsory.

(i1) Question Nos. 1 to 4 are objective type questions. Each question 1s
allotted 5 marks.

(111) Question Nos. 5 to 9 are of 3 marks each.
(iv) 6 marks each are allotted for Question Nos. 10 to 15.

(v) 7 marks each are allotted for Question Nos. 16 to 20.
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wel faseq g 1x5=5
(a) wifgs waT @ SEEIW B -
() T (i) THER 9H
(i) HAEH-EMEA @ Sadd (iv) feoformat
(b) waX & T & -
i) gfaa &t
(11) 9HIEG
(i) ¥, foEml, g & 9 & i
(iv) I9U&a gt
(c) R & I= &= & fHu sidwme @ ¢ -
i Ctrl + Z (1) Ctrl + X
(iii) Ctrl + P (iv) Ctrl + V
(d) uH I FEIC T - '
(i) T (i) ®HA
(i) f= (iv) +reds
(e) sitgem. (GUI) @ qu am & -
() wfes get Tz (i) WET GOl $T0HE
(ili) T A gol $2ThE (iv) THEd gt I2ThE
Choose the correct option :
(a) Example of verbal communication is -
(1) Reports (1) Newspaper
(111) Face to face conversation (iv) Notes
(b) The purpose of communication is -
(i) Inform
(11) Influence
(111) Share thoughts, ideas, feelings
(iv) All of the above
(¢} The shortcut key for paste a file is :
(i) Ctrl + Z | (i) Ctrl + X
(iii) Ctrl + P (v) Ctrl + V
(d}) One web browser is :
(1) Internet (11) Chrome
(111) Windows (1v) Notepad
(e} Full name of GUI is :
(1) Graphic User Interface (11) Grammar User Interface
(111) General User Interface (iv) Global User Interface
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el famey gaet fraa @m 9¢ - 5
(@) ®ayF o 991 3% ¥@A F fow __ mew w faew @i
(an/eRE, 6L
(b) @@ H 79 P aea fww faee suesy o
(feaet, 9=)
() Fra o W 3w A TY % dEd SUeeE B
(Fe, IEEF)
(d) ¥W %9 & @wa Y9 & IGANT Bk WEA o9 B Ghd & |
_ (RrEw, wae)
(e) Ta@ a9 & ¥ Iueey ¥ | (3@, 99 warae)
Fill in the blanks with choose the correct option :
(a) To see section and page break click on _ button.
' (show/hide, insert)
(b) Swymbol option is available in __ group of insert tab.
(symbol, shapes)
(¢) Clipart option is available in group of insert tab.
(text, 1llustration)
(d) To change style use group from insert tab. -
(stvle, text)
(e) Table option available in tab. (insert, page layout)
el WE §9RU 5
I 11
(a) @i HaeE (i) wvEEhy
(b) anfrdzem (i) SrdrgHug
(c) ®d (i11) |E 91 e
(d) g (iv) fafire =g
() WAl ‘@I (v) @Esfe
Match the columns :
I II
(a) Logical functions (1) Landscape
(b) Orientation (11) DBMS
() Cell (1) True or False
(d) Foxpro (1v) Special value
(e) Primary ‘key' (v) Spreadsheet
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¥ | ogd fafg

(a) wEdie ¥ T & B S 95 & |
(b) ufar =@, =’ @ ofee &
() Wi & wigen T8 forg awd |

Ln

d) Tmee ® g & fg File > new 9 foms &¢ |
(e) ®HF 9T @4 & fow Ctrl + Printscreen T |

Write True or False :
(a) Row can be freeze in spread sheet.

(b) Area chart 1s a element of chart.

(¢) Formula cannot be written in spread sheet.

(d) To choose template click on File > new.

(e) Press Ctrl + Printscreen for taking screenshot.

fpa 99 | wdyA sy & faflae |

Write any three self management skills.

YW & B wr e !

What are the sources of pollution ?

g 3T &I FHTRT |

Explain chip art.

are @ gfvamar fafea |

Write the definition of sort.
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a1 S2EE "Yeday & W fafge | 3

Write three names of database software.

gwﬁﬂﬁﬂsm@ﬁhﬁmmﬁaﬁﬁﬁﬁﬁhmmﬁmmy 5

Give examples of any five common signs' used for visual communication.

ge{He & ouarT 9 i A faflgg | 5

Write short note on the uses of intm-n}ft:
L

Femsiear & @y feflag | 5

Write the advantages of entrepreneurship.

fep=df dfa Tegell & gt TT i ¥eT ofid St o @t ¥ 5
List any five 1items that can be added 4@ the header area.

R AT AT E 7 5

What 1s database server ?

321 & wHi fofay | 5

Write the types of data.
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(a) T Bi<e

(b) Pi® W=

(c)

B4R

(d) waEfEr=

(e)

U<

f) wie HAL

(g) THZ BIEAISS Hel

Write definition :

(a)
(b)
(c)
(d)
(e)
®
(g

Grow Font
Shrink Font
Strikethrough
Subscript
Superscript

Font colour

Text Highlight Colour.

wredfie § =g & gaesd ot o & wer fafaw |

Explain views in spreadsheet and write types of view.

@iz o a9 ufede Fay |

Describe the chart element in spreadsheet.
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Explain database management system.
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g fefigo

(a) =1 sfEMIm o

(b) T ANgRIE e

Write definition :

(a) Data definition language.

(b) Data manipulation language.
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