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e (1) W weT sfEd €
All questions are compulsory.
(i) v HAie 1 F A 9 & - (31) Sgfadeda e aur U () Rep wF @ gt il
Question No. 1 contains two parts — Part (A) Multiple choice questions & Part
(B) Fill in the blanks.
(i) =T v & wosl # fawioa Bl

Question paper is divided into six parts.

(iv) FOMMER ye9 96 12 ¥ 25 96 & W § 3R foser fie o &
From Question Nos. 12 to 25, internal choice are given as per rule.
(v) 376 &1 3org ved & ey fear mr 2

Marks distribution is displayed with question.
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w1, (31) Ffafea § ¥ 98 foea gaax foRee -

(2)

(Tus-31)
(Part-A)

IRA® YT 1 3B B )

(Each question carries 1 mark)

1x5=5

(A) Select the correct option from the following and write it :

(i)

(ii)

THCH & T H BH RA T .......

¥ o= A weg e 2

(3 at

(§) 3

(W) IRiee

() IRRH FH

Working as a team helps
(a) We

(b) Us

(c) Ourselves

(d) All of these

CSS & T 99 &aT & :

(31) Compiled Spread Sheet
(§) Cascading Style Sheet
(d) Compiled Style Sheet
(@) Cascading Spread Sheet

What is the full form of CSS :

(@) Compiled Spread Sheet
(b) Cascading Style Sheet
(c) Compiled Style Sheet
(d) Cascading Spread Sheet

...... HI 30T B doll ¥ 3R IgR R

to do our work faster and better :
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(3)

(i) Envelope 3@ 3ucier & :

(iv)

(v)

(31)
(9)
(&)

()

3¢
UsT o-313¢

&
S A DI A

Envelope option is available in :

(a)
(b)
(c)
(d)

Insert
Page Layout
Tool

None of these

Paste special 3 shortcut FIaT & :

(31) Ctrl + Alt +V
(§) Ctrl + Alt+P
(7)) At+V
(@ Ctrl+V
is the shortcut key for paste special :
(@) Ctrl + Alt +V
(b) Ctrl + Alt + P
(c) Alt+V
(d) Ctrl+V
SEO & fawr &
(31) System Enable Option
(§) System Edit Option
(d) Search Engine Optimization
(@) None of these
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(4)
Full form of SEO is :
(a) System Enable Option
(b) System Edit Option
(c) Search Engine Optimization

(d) None of these

-1, (§) R R @ gfd difote :
(B) Fill in the blanks :

(i)

(ii)

(i)

(iv)

(v)

Pivot table is available in menu.
WAMP § M 31&8R & 3R ................. gl
The meaning of the letter M in WAMP
(@us-9)
(Part-B)
(FB W 2 3P B )

(Each question carries 2 marks)

T-2. Wl a9 & ?
What is template ?
T3, d9 IR F1 8§ ?

What is web server ?

1x5=5
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(5)

w4, e T & ? 2
What is application ?
we-5. Hor & a1 wre fofeel 2
Write any two advantages of Macros.
ye-6. . Far &7 2
What is I.T. ?
(TUs-9)
(Part-C)
(AT e 3 3B B B)
(Each question carries 3 marks)
I-7. UEdlc IC FOT & ? Pl al oy forae| 1+2=3
What is pivot chart ? Write any two benefits.
7e-8. ohiem @ §? @5 a1 o foRael 1+2=3
What is animation ? Write any two benefits.
w9, JoiceM WIadR & dF B farae| 1+1+1=3
Write any three advantages of using presentation software.
Te-10. WEHRIUC TR d9 @ aF foRware ford| 1+1+1=3
Explain any three features of Microsoft expression web.
-1, ¥es giforem @ g 2 el & gioem & A fafae 2+1=3
What is slide transition ? Write any two transition name.
(TUs-7)
(Part-D)
(S UeT 4 3P BT ?)
(Each question carries 4 marks)
we-12. SEO @1 £ ? SEO ax+ & a1 He foRae| 2+2=4
What is SEO ? Write two advantages of SEO.
3@l / OR
TS IR HAisel FIT & ? 390 a Brae folkae|
What is client server model ? Write two advantages of it.
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=13,

UR--14.

U2-15.

U2--16.

{17,

(6)

Reg @1 aref @ & ? v SiRpic B VT T IR B B UihAT B GHEIEe| 2+2=4
What is the meaning of review ? Explain the process of saving and sharing a
document.

3@t / OR
do Far 2?2 AP N P uihar B s
What is macro ? Explain the process of making macro.
T8 R T 8? ¢-§ dR B BHICHBS B B Uibdl & G0 2+2=4
What is To-Do bar ? Explain the procedure to customize To-Do bar.

3@t / OR
HeIUER FIT 2 ? BoveR ST B Bl UihdT P GHSRT
What is calender ? Explain the procedure to share calender.
eS0T o @ed € ° U Wies @ MRad 9hg ¥ Siicmicder Rulc a=a &
vigham Bl THISE| 2+2=4
What is slide show ? Explain the procedure to change the slide automatically

after a specific time.

3@t / OR
SiqgHC 3M3CATRT T € ? Foice & ¥ H U SiagHe 3M3calgd JRIET R @
qHATST
What is document outline ? Explain save a document outline as a presentation.
IRM @1 & ? IRM & @y faRael 2+2=4
What is IRM ? Write benefits of IRM.

3@t / OR
R R or & ? Srsiic PDF Siagic @ ot a1 fiic a3 & aa™ &f wiwsan
@ fofae|

What is access restriction ? Explain the procedure to protect a spreadsheet

PDF document from being copied or print.

Tfer  fewfort faRae - 2+42=4
(31 W
(§) ™R

Write short notes on :
(a) Frame
(b) Layer
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U--18.

U=--19.

U2--20.

URE-21.

(7)

3@t / OR
e fewfort fafae :
(&)  BR Fha
(§)  dEexHD
Write short notes on :
(a) Hover effect
(b)  Watermark
SOH® 99 U @@ & ° el favmane faRae 2+2=4
What is dynamic web page ? Write its characteristics.
3rar / OR

Te-1 @1 g ? 39 fovmwan fafae|
What is add-ins ? Write its characteristics.
(@us-3)
(Part-E)
(T 9 5 3B BT R)
(Each question carries 5 marks)

TS o1 & P @sdd & I9an o= 3 fafer folael 2+3=5
What is slicers ? Write the method of using slicers.
3@t / OR

Jselic ¥ fom @1 8 ° VST H e P FEA I DI AihaT B g
What is tracking in spreadsheet ? Write down the process to enable tracking
in a spreadsheet.

EOWRITS FT 8 ? Ve R FARE a9 o uiwar faRae| 2+3=5
What is hyperlink ? Explain the process of creating hyperlink in spreadsheet.
3@t / OR

ahys T &2 e B A B @ afpar fikael

What is workbook ? Explain the process of merging spreadsheets.

fSfoea s @ € ° Sigic § Rfoea asT &= of uibar @ aussel 2+3=5

What is digital sign ? Explain the procedure to digitally sign in a document.
3@t / OR

UEdlc ¢acl T & ? BsYc # UEdlc dae a9 @ uihar & feiRkawl

What is pivot table ? Explain the procedure to create a pivot table in a

spreadsheet.

C-232952 P.T.O.



UR--22.

Ue-23.

U--24.

UR--25.

(8)

Yoico IifcdeR § W 3¢ o & ? 59 3¢l @l foirae| 2+3=5
What is smart art in presentation software ? Write purpose of smart art.
3@t / OR

TGS T T & P ¥5e CifoeM & 3e2di @I feirae|
What is slide transition ? Write purpose of slide transition.
st # for v oRadw & WeR 7 IRABR T B Ufbar B wHEEEl 5
Explain the process to accept and reject changes made to a document.

31erar / OR
Siagiic @ "ol IR @I WighaT dI qHESe|
Explain the procedure to merge documents.

(EUus-%)

(Part-F)

(FOF WeH 6 3D BT 2)
(Each question carries 6 marks)

A Aot T © P AT ol Sfagic § @] oA &I uibar feiae| 2+4=6
What is mail merge ? Write the procedure to apply mail merge in document.
31gar / OR

ded o1 g ? U R Sokpic § 30 ded fic o= @t wigar awese
What is label ? Explain the procedure to print 30 labels in a document.
I S FT E° vH Jrevie H ok foRme d@ @ Rfea & & ufear @
fafae| 2+4=6
What is cell address ? Write the procedure to protect a specific cell in a
spreadsheet.

31ar / OR
UGS F 37U FIT GEEd € P U VISV B UNds I JRId BRA D Wihar B
fafae|
What do you understand by password ? Write the procedure to protect
password in a spreadsheet.
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