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funsZ”k :  ¼i½ lHkh iz”u vfuok;Z gS A 

Instruction: All questions are compulsory. 
¼ii½ iz”u dzekad 1 esa nks [k.M gS A [k.M ¼v½ cgqfodYih; iz”u rFkk [k.M ¼Ck½ fjDr 

LFkkuksa dh iwfrZ dhft, A 
Question No. 1 contains two parts. Part (A) Multiple choice questions and Part 
(B) Fill in the blanks. 

  ¼iii½ iz”u&ié N% [k.M esa foHkkftr gSa A 

   Question paper is divided in six parts. 
  ¼iv½ fu;ekuqlkj iz”u dzekad 12 ls 25 rd ds iz”uksa esa vkarfjd fodYi fn;s x, gSa A 
   From Question Nos, 12 to 25, internal choices are given as per rule. 

  ¼v½ vad dk mYys[k iz”u ds lkFk fn;k x;k gS A 
   Marks distribution is display with question. 

 

[k.M& ¼v½ / Part – (A) 
 

(izR;sd iz”u 1 vad dk gS) 
(Each question carries 1 mark) 

 
 

iz”u 1  %& lgh mion }kjk fjDr LFkkuksa dks iw.kZ djsaA 
Select the correct option from the following and write it: 

(i) I will have ------------ kheer for desert.  
¼v½ A    ¼c½ an      
¼l½ the    ¼n½ No article needed  
Fill in the blanks with correct article. 
I will have ------------ kheer for desert.  
(a)  A            (b)  an        
(b) (c)    the         (d)    No article needed  

 



¼ii½ Lkgh fiziksth”ku }kjk fjDrrk dks iwjk dhft, A 
Oh! I think that’s my bus --------------- that red truck. 
¼v½ Behind    ¼c½ Over  
¼l½ From    ¼n½ Below 

Fill in the blanks with correct preposition. 
Oh! I think that’s my bus --------------- that red truck. 
(a) Behind      (b)  Over       
(c)    From          (d)     Below 

¼iii½ fuEu esa ls dkSu lk fodYi lpZ batu ugha gS 
¼v½ xwxy     ¼c½ ;kgw  
¼l½ fcax     ¼n½ f¶yidkVZ 
Which one is not a search engine choose from given below. 

(a) Google        (b) Yahoo      
 (c)  Bing                  (d)  Flipkart 

(i) “ks’k vkI”ku fdl essuq esa gksrk gS & 
¼v½Qkby esuw    ¼c½gkse esuw  
¼l½ blaVZ esuw     ¼l½mijksDr lHkh 
Shape option is present in which menu. 
(a) File Menu        (b) Home menu      
 (c)   Insert menu         (d)All of them 

 
(ii) fuEu esa ls dkSu pkVZ dk izdkj ugha gS A  

¼v½ ykbZu pkVZ      ¼c½ckj pkVZ 
¼l½ dkye pkVZ    ¼l½ ,fyesaV pkVZ 
Which one is not a type of chart chooses from the following: 
(a) line chart        (b) Baar chart 

     (c)  Colum chart             (d)   Aliment chart        
 
iz”u 1  ¼c½  fjDr LFkkuksa dh iwfrZ dhft, % 

Fill in the blanks: 

(I) iSjkxzkQ xqzi ---------------- VSc esa miyC/k gSA 
Paragraph group is available in------------ group. 

(II) lkWVZ fodYi MsVk VSc ds varxZr ------------------------ xzqi esa miyC/k gS 
Sort option is available in ---------- group under the data tab. 

(III) LykbZM “kks VSc ds varxZr --------------------- xzqi esa lsVvi LykbM “kksvkI”ku gksrkgSA 
Setup slide show option is available in ----------- group under the slide show tab. 



(IV)   fizaVvkWI”ku ------------------- ehuw ds rgr miyC/k gSA 
Printer Option is available in ------------menu   

(V)   Mh- Mh- ,y- dk iwjk uke ----------- gSA 
The Full name of D.D.L. is ----------- 
 

[k.M& ¼c½ / Part – (B) 
 

¼izR;sd iz”u 2 vad dk gSA½ 

(Each Questions Carry 02 marks)       
iz”u 2 % czksdj D;k gSA 

What is Broker ?          [2] 
iz”u 3 % lkbZuiksLV D;k gSA 

What is Signpost ?          [2] 
iz”u 4 % balVSaV eSlsftax D;kgS \         [2] 

What is Instait Masaging? 

iz”u 5 % lqijfLdzIV D;k gS \          [2] 
What is Superscript? 

iz”u 6 % LizSM”khV esa dkWye pkVZ D;k gS \        [2]  
What is Column Chart in Spreadsheet? 

iz”u 7 % LizSM”khV esa fQYVj D;k gS \        [2] 
What is Filter is Spreadsheet? 
 

[k.M& ¼l½ / Part – (C) 
¼izR;sd iz”u 03 vad dk gSA½ 

      (Each Questions Carry 03 marks)       
 

iz”u 8 % VsDLV jSfiax D;k gS \ buds dksbZ nks ykHk fyf[k,A     [3] 
What is Text wraping? write its two benefits. 

iz”u 9 % odZ”khV MsVk lk>k djus dk D;k vFkZ gS\ bls lk>k djus ds nks dkj.k fyf[k,A [3] 
What is the meaning of sharing worksheet data? write any two reason two share. 

iz”u 10 % xzqfiax D;kgS \  ge xqfizax D;ksa djrs gSA       [3] 
What is Grouping? why we do grouping. 

iz”u11% Lihdj uksV~l D;k gS \ blds dksbZ nks ykHk fyf[k,A     [3] 
What is Speaker Notes? write any two benefits of speaker notes. 

 
 
 



[k.M& ¼n½ / Part – (D) 
 

¼izR;sd iz”u 04 vad dk gSA½ 

(Each Questions Carry 04 marks) 
      

iz”u 12 % VsyhQksfudbaVjO;w D;k gS\ fdlh O;fDr }kjk VsyhQksfudbaVjO;w nsus ds dksbZ nks dkj.k 
fyf[k;sA\           [1+3] 
What is Telephonicinterview? write any two reason of given telephonicinterview by 
any person? 

vFkok@OR  
dOgfjax ysVj D;k gS\ dofjax ysVj dh eq[; nks mi;ksfxrk fy[kks \ 
What is Covering Letter? Write any two main use of covering letter. 
 

iz”u 13 % baLVsaV eSlst D;k gS \baLVS.V eSlsftax ds fdUgh rhu fo”ks’krk dks fyf[k,A  [1+3] 
What is Instant message? Write three features of instant messaging. 

vFkok 

OR 
baVjusV D;kgS \baVjusV dh dksbZ rhu fo”ks’krk fyf[k,A 
What is Internet? Write any three features of Internet. 
 

iz”u 14 % oMZizkslsflax esa “ksIl o fleecy blaVZ D;ksa fd;k tkrk gS \rhu dkj.k crkb;sA [1+3] 
Why we insert shapes and symbol in word processing? Give any three reasons. 

vFkok@OR 
oMZizkslsflax esa eSusftax LVkbZy D;k gS\ fdUgha rhu izdkj ds eSusftax LVkbZy dks le>kb;sA 
What is  managing style in  word processing. Explain any three managing style. 
 

iz”u 15 % bZesy D;k gS \ bZ esy dh fdUgha rhu fo”ks’krkvksa dks fyf[k,aA    [1+3] 
What is E-mail? Write any three feature of  E-mail. 

vFkok@OR 
cSBd ls vki D;k le>rs gS \ bZ&esy }kjk cSBd vkea=.k Hkstus dh dksbZ rhu fo”ks’krk 
fyf[k,A 
What do you understand by meeting? Write any three feature of sending  Invitation of 
meeting by E-Mail. 
 

iz”u 16 % MsVk csl esa MkVk VkbZi D;k gS \fdUgha rhu MsVk VkbZi dks ifjHkkf’kr dhft,A [1+3] 
What is Datatypein database?Define any three datatype. 

vFkok@OR 
MsVk csl D;k gS \fdUgha rhu vo/kkj.kkvksa dks fyf[k,A 
What is Database? Write any three basic concept of database. 



iz”u 17 % ,e- ,l- oMZ MkWD;wesaV esa vkWCtsDV Mkyus dh fof/k lfp= cuk;s \   [1+3] 
Draw a method to insert an object in MS Word? 

vFkok@OR 

,e-,l-oMZ MkWD;wesaV esa VsDLVjSi(wrap) izfØ;k dks lfp= le>kb;sA 
Explain the process of text wrap in MS Word document with diagram? 
 

[k.M& ¼b½ / Part – (E) 
 

¼izR;sd iz”u 05 vad dk gSA½ 

(Each Questions Carry 05 marks) 
    

iz”u 18 % fuEufyf[kr ls vki D;k le>rs gS\vius “kCnksa esa fp= lfgr le>kb,sA [21/2+21/2] 

I. fLVdhdht 

II. Vksxydht 
What do you understand by following?Explain in your own words and draw diagram 
also. 
I. Sticky key 
II. Toggle key 

vFkok@OR 
fuEufyf[kr dks le>kb,sArFkk budk mi;ksx ge dgkW dj ldrs gSaA 

I. gkMZos;j “ks;fjax 
II. bUVjusV “ks;fjax 

Explain the following where we can use this? 
I. Hardware Sharing 

II. Internet Sharing 
III.  

iz”u 19 %  LiSM”khV esaa istczsd D;k gS istczsd dh fof/k lfp= fyf[k,A    [1+2+2] 

What is page break? Writethe process of page break with diagram. 
vFkok 

OR 
lsy D;k gS \ use jsat dks fp= }kjk le>kb,A 
What is Cell? Explain Name range with diagram. 
 
 
 



iz”u 20 %   VªkfUt”kal D;k gS \ VªkfUt”kal dk mi;ksx dj izstsUVs”ku dks vkSj vf/kd vkdf’kZr dSls cuk;k 
tk ldrk gS\           [1+4] 
What in Transitions? How can make a presentation more attractive using transitions? 
 

vFkok@OR 
,uhes”ku D;k gS\ ,uhes”ku dk mi;ksx dj izstsUVs”ku dks vkSj vf/kd vkdf’kZr dSls cuk;k 
tk ldrk gS\ 
What in Animation? How can make a presentation more attractive using animation? 
 

iz”u 21 % ySu rFkk oSu esa dksbZ ikWp varj fyf[k,\     [1++1+1+1+1] 
Write any five difference in LAN and WAN? 

vFkok@OR 
vkWuykbu rFkk vkWQykbu VªkatsLd”ku esa dksbZ ikWp varj fyf[k,A 
Write any five differences in online and offline? 
 

iz”u 22 % vkWCtsDV D;k gS\ vkWCtsDV balVZ djrs gq, ,d oMZ MkWD;wesaV dk fuekZ.k dhft,A [1+4] 
What is object? Construct a word document using object. 

 vFkok@OR   
dSjsDVj QkesZfVax D;k gS\dSjsDVj QkesZfVax dk mi;ksx djrs gq, ,d oMZ MkWD;wesaV dk fuekZ.k 
dhft,A 
What is Character formatting? Construct a word document using Character 
formatting. 
 

iz”u 23 % vki ;fn fdlh O;fDr dks lkekU; i= rFkkbZ&esy nksauks Hksts rks dkSu lk i= ml O;fDr dks 
igys dk izkIr gksxk vkSj D;ksa \          [1+4]  
If you send Common letter and E-mail at same time to any person which letter would 
be receive first and why? 

vFkok@OR 
dSys.Mj D;k gS\ dSys.Mj dk mi;ksx dj fVdV dh cqfdax dk fuekZ.k dhft,A 
What is Calendar? Construct ticket booking task using calendar. 
 

[k.M& ¼Q½ / Part – (F) 
 

¼izR;sd iz”u 06 vad dk gSA½ 

      (Each Questions Carry 05 marks)       
iz”u 24 odZ”khV ls vki D;k le>rs gS \ odZ”khV esa MkVk dSydqys”ku dks le>kb,A [2+4]  

What do you mean by worksheet? Explain data Calulation in worksheet. 
vFkok@OR 

odZcqd D;k gS\ odZcqd “ks;fjax D;k gksrk gS\ fyf[k,a 



  What do you mean by workbook? Write what workbook is sharing  
iz”u 25 %  fdlh fodykax O;fDr }kjk ,DlsflfcfyVh vkI”ku dk mi;ksx fdl izdkj fd;k tkrk gS\ 

dksbZ rhu izdkj crkbZ;s \         [2+2+2] 
How accessibility option is used by disable person? Write any three ways. 

vFkok@OR 
osc fMtkbu esa usVofdZx ds fdUgh rhu ewyHkwr vk/kkj dks le>kb,aA 
Explain any three fundamental bases in web designing of networking.  
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