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»ÝWÜ & G 
SECTION – A 

I. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ A¥ÜÊÝ A±Üä|ì ÖæàÚPæWÜÚWæ ®ÝÆáR BÁáRWÜÙÜ®Üá° ¯àvÜÇÝX¨æ. 

AÊÜâWÜÙÜÈÉ ÖæaÜác ÓÜãPÜ¤ÊÝ¨Ü EñÜ¤ÃÜÊÜ®Üá° BÄÔ, A¨ÜÃÜ PÜÅÊÜÞûÜÃÜ¨æãí©Wæ ±Üä|ì 

EñÜ¤ÃÜÊÜ®Üá° ŸÃæÀáÄ : 7 × 1 = 7 

 Four alternatives are given for each of the following questions / 

incomplete statements. Choose the correct alternative and write 

the complete answer along with its question number and alphabet : 

1. D PæÙÜX®ÜÊÜâWÜÙÜÈÉ ¿ÞÊÜâ¨Üá ®æp…ÊÜQìíW…®Ü A®ÜáPÜãÆÊÜÆÉ ? 

(A) Ü̈ñÝ¤íÍÜ ÖÜíbPæ (B) ¿áíñÝÅíÍÜ ÖÜíbPæ 

(C) AíñÜhÝìÆ ±ÜÅÊæàÍÜ ÖÜíbPæ (D) PÝ¿áìÖÝÙæ ÖÜíbPæ 

 Which of the following is NOT an advantage of Networking ?  

(A) Data sharing (B) Hardware sharing 

(C) Internet access sharing (D) Worksheet sharing 

2. æ̈ç×PÜ ËPÜÇÝíWÜñæ¿ááÙÜÛ WÜ|PÜ¿áíñÜÅ¨Ü ŸÙÜPæ¨ÝÃÜÄWæ ÓÜÖÝ¿á ÊÜÞvÜÆá CÃÜáÊÜ 

Jí¨Üá BÁáR 

(A) µÆrÃ… QàÈWÜÙÜá (B) pÝWÜÇ… QàÈWÜÙÜá 

(C) ÔrQ QàÈWÜÙÜá (D) ÔàÄ¿áÇ… QàÈWÜÙÜá 

 The option for helping computer users with physical disabilities is 

(A) Filter keys (B) Toggle keys 

(C) Sticky keys (D) Serial keys 
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3. ±Üâo¨Ü PæÙÜ»ÝWÜPæR ÓæàÄÓÜÆ³vÜáÊÜ ¨ÜÓÝ¤Êæài®Ü GÇÝÉ ±ÜâoWÜÙÜÆãÉ 

±Üâ®ÜÃÝÊÜ£ìñÜÊÝWÜŸÖÜá¨Ý¨Ü ±ÜsÜÂ A¥ÜÊÝ bñÜÅ 

(A) Aw q±Ü³~ (B) ±Üâo PæÙÜWæ 

(C) ÎÃæãàÇæàS (D) ±Üâo Ë»Üg®æ 

 The text or image included at the bottom of the page which 

repeats in all pages of the document is 

(A) Footer (B) Page down 

(C) Header (D) Page break 

4. ±ÜsÜÂ¨Ü ×®æ°Çæ Ÿ|¡ÊÜ®Üá° Ÿ¨ÜÇÝÀáÓÜÆá ŸÙÜÓÜ¸æàPÝ¨Ü BÁáR 

(A) AûÜÃÜ¨Ü Ÿ|¡ (B) AûÜÃÜ¨Ü ÍæçÈ 

(C) ±ÜsÜÂ ±ÜÅPÝÍÜÊÜÞ®Ü Ÿ|¡ (D) AûÜÃÜ¨Ü WÝñÜÅ 

 The option used to change the background colour of the text is 

(A) Font colour (B) Font style 

(C) Text highlight colour (D) Font size 

5. ÔíŸÇ… BÁáR¿áá D pÝÂ¸…®ÜÈÉ Æ»ÜÂËÃÜáñÜ¤¨æ 

(A) ÖæãàÊÜå… (B) ÊÜäÂ 

(C) ÄÊÜäÂ (D) C®…ÓÜp…ì 

 Symbol option is available in this tab  

(A) Home (B) View 

(C) Review (D) Insert 

6. BpæãàÓÜÊÜå… BÁáR¿á ¿ÞÊÜ WÜáí²®ÜÈÉ Æ»ÜÂËÃÜáñÜ¤¨æ ? 

(A) GwqíW… (B) ÓæÇ…Õ 

(C) Óær„Ç…Õ (D) ¶Ýíp… 

 Autosum option is available in which group ? 

(A) Editing (B) Cells 

(C) Styles (D) Font 
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7. PæãàÍÜWÜÙÜ ÊÜåèÆÂWÜÙÜ®Üá° B«ÜÄÔ, PæãàÍÜWÜÙÜ ¶ÝÊÜÞÂìqíW… A®Üá° Ÿ¨ÜÇÝÀáÓÜÆá 

¯àÊÜâ ŸÙÜÓÜáÊÜâ¨Üá 

(A) Ÿ|¡  ¶ÝÊÜÞÂìqíW… (B) ±ÜsÜÂ ¶ÝÊÜÞÂìqíW… 

(C) PÜíwàÐÜ®ÜÇ… ¶ÝÊÜÞÂìqíW… (D) ÓÝp…ì ÊÜáñÜá¤ µÆrÃ… 

 To change the formatting of cells based on values of cells in it, you 

make use of 

(A) Colour formatting (B) Text formatting 

(C) Conditional formatting (D) Sort and filter 

II. ÓÜãPÜ¤ÊÝ¨Ü EñÜ¤ÃÜ©í¨Ü ¹qrÃÜáÊÜ ÓÜ§ÙÜÊÜ®Üá° »Ü£ì ÊÜÞw : 3 × 1 = 3 

 Fill in the blanks with suitable answer :  

8. ISP ®Ü ËÓÜõñÜ ÃÜã±Ü .......................... . 

 Expanded form of ISP is ……………… . 

9. GÇÝÉ WÜ|PÜWÜÙÜÈÉ ÓÜÊÜÞ®Ü Ô§£¿á®Üá° Öæãí©ÃÜáÊÜ hÝÆWÜÙÜ®Üá° .......................... 

G®Üá°ñæ¤àÊæ. 

 Network in which all computers have an equal status is                   

called ………………… . 

10. ¶ÝÉp… ¶æçÇ… : ¨ÜñÝ¤íÍÜÊÜâ Jí¨æà PæãàÐÜrPÜ¨ÜÈÉ ÓÜíWÜÅ×ÓÜÇÝWÜáÊÜâ¨Üá : : ÄÇæàÐÜ®ÜÇ… 

¶æçÇ… : ………………… . 

 Flat file  :  Data is stored in a single table  :  Relational                

file : ………………… . 
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III. 11. A-±Üqr¿áÈÉ aæàíh… PæàÓ…®Ü ËÊÜÃÜOæ ÊÜáñÜá¤ B-±Üqr¿áÈÉ AÊÜâWÜÙÜ BÁáRWÜÙÜ®Üá° 

¯àvÜÇÝX¨æ. AÊÜâWÜÙÜ®Üá°  Öæãí©Ô EñÜ¤ÃÜWÜÙÜ®Üá° PÜÅÊÜÞûÜÃÜ¨æãvÜ®æ ŸÃæÀáÄ : 

   4 × 1 = 4 

  Description of change case are given in Column-A and their 

options is given in Column-B. Match them and write answer 

with alphabet : 

A-±Üqr 
Column-A 

B-±Üqr 
Column-B 

i) ÊÝPÜÂ¨Ü Êæã¨ÜÆ ±Ü¨Ü Ü̈ Êæã¨ÜÆ AûÜÃÜ 

¨æãvÜx AûÜÃÜPæR ±ÜÄÊÜñÜì®æ¿ÞWÜáñÜ¤ æ̈ 
First character in the first word 

of the sentence will be converted 

to capital letter  

a) ¨æãvÜx AûÜÃÜ 

Upper case 

ii) ÊÝPÜÂWÜÙÜá ÓÜ|¡ AûÜÃÜPæR 

±ÜÄÊÜñÜì®æ¿ÞWÜáñÜ¤ æ̈ 
Sentence will be converted to 

small letters 

b) ÊÝPÜÂ±ÜÅPÜÃÜ| 

Sentence case  

iii) ÊÝPÜÂWÜÙÜá ¨æãvÜx AûÜÃÜPæR ±ÜÄÊÜñÜì®æ 

¿ÞWÜáñÜ¤¨æ 
Sentence will be converted to 

capital letter 

c) Öæãvæ¨Üá ÖÝPÜáÊÜ 

Strike through 

iv) ÊÝPÜÂ¨Ü GÇÝÉ ±Ü¨ÜWÜÙÜ Êæã¨ÜÆ AûÜÃÜ 

¨æãvÜx AûÜÃÜPæR ±ÜÄÊÜñÜì®æ¿ÞWÜáñÜ¤ æ̈ 
The first character in all the 

words of the sentences will be 

converted to capital letter 

d) AûÜÃÜ Ÿ|¡ 

Font colour 

 e) ±ÜÅ£ ±Ü¨ÜÊÜâ ¨æãvÜx AûÜÃÜ 

Capitalize on each word 

 f) AûÜÃÜ ÍæçÈ 

Font face 

 g) ÓÜ|¡ AûÜÃÜ 

Lower case 
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IV. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ : 6 × 1 = 6 

 Answer the following questions : 

12. ÊæãàvæÊÜå… Gí¨ÜÃæà®Üá ? 

 What is modem ? 

13. pæí±æÉàp… Gí¨ÜÃæà®Üá ? 

 What is  template ? 

14. ÓÝp…ì Gí¨ÜÃæà®Üá ? 

 What is sort ? 

15. ËñÜÄñÜÖÝÙæ¿á ñÜíñÝÅíÍÜ¨ÜÈÉ BpæãàÓÜÊÜå… BÁáR¿á®Üá° ŸÙÜÓÜáÊÜâ¨ÜÄí¨ÝWÜáÊÜ 

A®ÜáPÜãÆñæWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the advantages of using autosum in spreadsheet software. 

16. ËñÜÄñÜÖÝÙæ¿áÈÉ ÍæàÃ…ÊÜP…ìŸáP… BÁáR¿á WÜáí±Üâ ÊÜáñÜá¤ pÝÂ¸… A®Üá° ÖæÓÜÄÔ. 

 Name the group and tab of share workbook option in spreadsheet. 

17. aÝp…ì Gí¨ÜÃæà®Üá ? 

 What is chart ? 

V. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ : 5 × 2 = 10 

 Answer the following questions : 

18. EbñÜÊÝX QÉ±…Bp…ìWÜÙÜ®Üá° J¨ÜXÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá hÝÆñÝ|ÊÜ®Üá° 

ŸÃæÀáÄ. 

 Write any two websites that offers free clip art. 

A¥ÜÊÝ /OR 
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 ÊÝÅÂ±… pæP…Õ$r®ÜÈÉ Æ»ÜÂËÃÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR BÁáRWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write any four options available in wrap text. 

19. ËñÜÄñÜÖÝÙæ¿á ±æàh… ÇæàLp…®ÜÈÉ Æ»ÜÂËÃÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR 

BÁáRWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write any four options available in page layout tab in a 

spreadsheet. 

20. wioÇ… ±ÜÅÓÜá¤£ ñÜíñÝÅíÍÜ¨ÜÈÉ (±ÜÅÓæípæàÍÜ®… ÓÝ¶…rÊæàÃ…) ÊÜáãË ñÜá|áPÜ®Üá° 

Óæà±Üìvæ ÊÜÞvÜáÊÜ ŸWæ¿á®Üá° ŸÃæÀáÄ. 

 Write the procedure to insert a movie clip into the digital 

presentation software. 

21. PÝ¿áìWÜÙÜá (pÝÓ…R) Gí¨ÜÃæà®Üá ?  C&ÊæáàÇ… ÊæáÓæàiíW…®ÜÈÉ PÝ¿áìÊÜ®Üá° 

ÃÜbÓÜáÊÜ Ë«Ý®ÜÊÜ®Üá° ŸÃæÀáÄ. 

 What is task ? Write the steps to create a task in e-mail 

messaging. 

A¥ÜÊÝ /OR 

 q±Ü³~WÜÙÜá Gí¨ÜÃæà®Üá ?  C&ÊæáàÇ… ÊæáÓæàiíW…®ÜÈÉ q±Ü³~ ÃÜbÓÜáÊÜ Ë«Ý®ÜÊÜ®Üá° 

ŸÃæÀáÄ. 

 What is Note ? Write the steps to create a note in e-mail 

messaging. 

22. ÓæÇæP…r ÖæàÚPæ¿áÈÉ Æ»ÜÂËÃÜáÊÜ GÃÜvÜá IbfPÜ Ë◊WÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the two optional clauses available in SELECT statement. 
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VI. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ : 4 × 3 = 12 

 Answer the following questions : 

23. ËñÜÄñÜÖÝÙæ¿áÈÉ Æ»ÜÂËÃÜáÊÜ ¿ÞÊÜâ¨Ý Ü̈ÃÜã ÊÜáãÃÜá ËË«Ü aÝp…Õì Ë«ÜWÜÙÜ®Üá° 

ËÊÜÄÔ. 

 Explain any three different types of charts available in 

spreadsheet. 

24. wioÇ… ±ÜÅÓÜá¤£ ñÜíñÝÅíÍÜÊÜ®Üá° (±ÜÅÓæípæàÍÜ®… ÓÝ¶…rÊæàÃ…) ŸÙÜÔ EñÜ¤ÊÜá ±ÜÅÓÜá¤£ 

ñÜ¿ÞÄÓÜÆá ¸æàPÝ¨Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã BÃÜá E±Ü¿ááPÜ¤ ÓÜÆÖæWÜÙÜ®Üá° £ÚÔ. 

 Mention any six useful tips to make effective presentation using 

presentation software. 

A¥ÜÊÝ /OR 

 wioÇ… ±ÜÅÓÜá¤£ ñÜíñÝÅíÍÜÊÜ®Üá° (±ÜÅÓæípæàÍÜ®… ÓÝ¶…rÊæàÃ…) ŸÙÜÓÜáÊÜ D BÁáRWÜÙÜ 

A®ÜáPÜãÆÊÜ®Üá° £ÚÔ : 

 a) Eñæ¤àg®Ü (A¯ÊæáàÍÜ®…) 

 b) pÝÅ¯ÕÐÜ®…Õ 

 c) Ô³àPÜÃ… q±Ü³~ 

 Mention the advantages of the following option in digital 

presentation : 

 a) Animation 

 b) Transitions 

 c) Speaker note 
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25. ÓÜ»æ¿á Ë®Üí£¿á®Üá° (ËáàqíW… ÄàPæÌÓ…r) ËÊÜÄÔ. C&ÊæáàÇ… ÊæáÓæàiíW…®ÜÈÉ 

PÝÂÇæívÜÃ…A²ÉPæàÍÜ®… ñÜíñÝÅíÍÜ ŸÙÜÓÜáÊÜ Ë«Ý®ÜÊÜ®Üá° ŸÃæÀáÄ. 

 Explain meeting request. Write the steps using a calendar 

software in e-mail messaging.  

26. væàpÝ¸æàÓ…®ÜÈÉ ŸÙÜÓÜáÊÜ BÁáRWÜÚWæ ÓÜíü±Ü¤ÊÝX q±Ü³~ ŸÃæÀáÄ : 

 a) PæãàÐÜrPÜWÜÙÜá (pæàŸÇ…Õ) 

 b) ÆíŸÓÝÆá (PÝÆÊÜå…Õ)WÜÙÜá 

 c) AvÜxÓÝÆá (ÃæãàÓ…)WÜÙÜá 

 Write brief notes on the following options used in database . 

 a) Tables 

 b) Columns 

 c) Rows 

VII. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ : 2 × 4 = 8 

 Answer the following questions : 

27. ËñÜÄñÜÖÝÙæ¿áÈÉ Æ»ÜÂËÃÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR ËàûÜOæWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain any four views available in spreadsheet. 

28. væàpÝ¸æàÓ…®ÜÈÉ CÃÜáÊÜ Ü̈ñÝ¤íÍÜ¨Ü D PæÙÜX®Ü Ë«ÜWÜÙÜ®Üá° (væàpÝpæç±…Õ) ËÊÜÄÔ : 

 (i) ®ÜãÂÊÜáÄP… pæç±… (ii) væàp… Aív… pæçÊÜå… 

 Explain the following data types in a database : 

 (i) Numeric type (ii) Date and time 

A¥ÜÊÝ /OR 
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 PæãqrÃÜáÊÜ væàpÝ æ̧àÓ…Wæ ÓÜíŸí◊Ô¨Üíñæ, D PæÙÜWæ ¯àwÃÜáÊÜ PæÌ„ÄWÜÚWæ ÓÝÊÜÞ®ÜÂ 

ÓÜãñÜÅÊÜ®Üá° ŸÃæÀáÄ ÖÝWÜã E¨ÝÖÜÃÜOæ ¯àw : 

 a) ÓæÇæP…r 

 b) wÈàp… 

 With reference to the database given, write the syntax for the 

following queries along with example : 

 a) SELECT 

 b) DELETE 
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»ÝWÜ & ¹ 

SECTION – B 

I. Four alternatives are given for each of the following questions / 
incomplete statements. Choose the correct alternative and write the 

complete answer along with its question number and alphabet :3 × 1 = 3 

29. Find an article in the following : 

(A) next to (B) a 

(C) and (D) at 

30. Helping verbs are known as 

(A) modals (B) voices 

(C) speeches (D) adverbs  

31. Identify the future continuous tense of the given sentence. 

 "I contacted my teacher." 

(A) I am contacting my teacher  

(B) I will be contacting my teacher 

(C) I had contacted my teacher  

(D) I would be contacting my teacher 

II. Fill in the blank with suitable word given in the brackets : 1 × 1 = 1 

32. The final course of a meal is called ………… .  ( starters, desserts ) 

III. Answer the following question : 1 × 2 = 2 

33. Mention any four terms for giving direction. 

IV. Answer the following questions : 4 × 1 = 4 

34. Fill in the blanks with the appropriate word given in the brackets. 

 (i) I ……………… moved to a new house. ( recently, daily ) 

 (ii) I live here with my ………… friend, Sandesh. ( better, best ) 

 (iii) There is a …………… monument near our school. 

   ( history, historical ) 

 (iv) Mayur Lok is one of the …………… localities in Delhi. 

   ( best, good ) 

OR 

 Fill in the blanks with the appropriate word given in the brackets : 

i) Come to the shop …………… 5 P.M. ( at, in )   

ii) Walk …………… a straight line. ( in, with) 

iii) Take these vegetables …………… the kitchen. ( to, into ) 

iv) Do not walk …………… this area. ( in, around ) 
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