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Note: The question paper is divided into three sections A, B and C. 

Write answers as per the given instructions.

{ZX}e : ¶h àíZ-nÌ "A', "~' Am¡a "g' VrZ IÊS>m| ‘| {d^m{OV h¡& àË¶oH$ 
IÊS> Ho$ {ZX}emZwgma àíZm| Ho$ CÎma Xr{OE&

 Section - A 7 × 2 = 14
(Very Short Answer Type Questions)

Note: Answer all questions. As per the nature of the question 
delimit your answer in one word, one sentence or 
maximum upto 30 words. Each question carries 2 marks.

 IÊS> - "A'
(A{V bKw CÎmar¶ àíZ)

{ZX}e : g^r àíZm| Ho$ CÎma Xr{OE& AnZo CÎma H$mo àíZmZwgma EH$ eãX, EH$ 
dm³¶ ¶m A{YH$V‘ 30 eãXm| ‘| n[agr{‘V H$s{OE& àË¶oH$ àíZ Xmo 
A§H$m| H$m h¡&
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1) (i) What is the short cut key to open Window Explorer?

  Window Explorer H$mo ImobZo Ho$ {bE short cut H$s ³¶m h¡?

 (ii) What is gutter margin?

  Gutter margin ³¶m h¡?

 (iii) How to use Format Painter multiple times?

  Format Painter H$m ~ma ~ma BñVo‘mb H¡$go {H$¶m OmVm h¡?

 (iv) How can we embed a MS-Organization Chart in a slide?

  ñbmB©S> ‘| MS-MmQ>© H¡$go Omo‹S>m Om gH$Vm h¡?

 (v) How you can sum up the Rows and Column number 

quickly in the excel sheet?

  Excel  ‘o am° Am¡a H$mob‘ H$mo ObXr H¡$go {JZm Om gH$Vm h¡?

 (vi) What does a LOOK UP function searches in the MS 

Excel?

  Excel  ‘| LOOK UP ’§$³eZ ³¶m H$aVm h¡?

 (vii) What is the uses of MS Excel?

  MS Excel H$m ³¶m Cn¶moJ h¡?

 Section - B 4 × 7 = 28
(Short Answer Questions)

Note: Answer any four questions. Each answer should not 
exceed 200 words. Each question carries 07 marks.

(IÊS> - ~)
(bKw CÎmar¶ àíZ)

{ZX}e : {H$Ýht Mma àíZm| Ho$ CÎma Xr{O¶o& Amn AnZo CÎma H$mo A{YH$V‘ 
200 eãXm| ‘| n[agr{‘V H$s{O¶o& àË¶oH$ àíZ 07 A§H$m| H$m h¡&
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2) How we can create chart using MS Excel? Explain.

 Amn MS Excel ‘| MmQ>© H¡$go ~Zm gH$Vo h¢? g‘PmE&

3) Write steps for inserting and deleting tab in MS-Word.

 MS-Word ‘| tab H$mo Omo‹S>Zo Am¡a hQ>mZo Ho$ ñQ>oßg [bI|&

4) How you can change the text alignment and what are its steps?

 Text alignment Ho$ H¡$go n[ad{V©V {H$¶m Om gH$Vm h¡, ñQ>oßg [bI|?

5) Explain Macro? Write down the steps to record a new macro.

 Macro H$mo g‘Pm¶o? Macro H$mo arH$mS>© H$aZo Ho$ ñQ>oßg {bIo&

6) What is protection? Why we need to protect our documents? 

Write steps for protect your document.

 Protection ³¶m h¡? h‘ S>mo³¶w‘|Q> H$mo ³¶m| ~MmZm MmhVo h¢? S>mo³¶w‘|Q> 
H$mo ~MmZo Ho$ ñQ>oßg {bI|&

7) What is query in database package? Also discuss crosstab 

query.

 S>mQ>m~og package ‘| ³doar ³¶m h¡? Crosstab ³doar H$mo ^r g‘Pm¶|&

8) Write the steps for printing document from MS-Excel.

 MS-Excel ‘o S>mo³¶w‘|Q> H$mo print H$aZo Ho$ ñQ>oßg {bI|&

9) Write short note on Header and Footer.

 Header Am¡a Footer H$m dU©Z {H${OE&

 Section - C 2 × 14 = 28
(Long Answer Questions)

Note: Answer any two questions. Each answer should not 
exceed 500 words. Each question carries 14 marks.
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(IÊS> - g)
(XrK© CÎmar¶ àíZ)

{ZX}e  : {H$Ýht Xmo àíZm| Ho$ CÎma Xr{O¶o& AmnH$mo AnZo CÎma H$mo A{YH$V‘ 
500 eãXmo§ ‘| n[agr{‘V H$s{OE& àË¶oH$ àíZ 14 A§H$m| H$m h¡& 

10) What is Operating System? Explain the services provided by 

Operating System.

 Operating System ³¶m h¡? Operating System Ûmam Xr JB© gw{dYm 
H$mo g‘PmBE&

11)	 What	are	the	benefit	of	Mail	merge	in	MS-Word?	How	we	do	

the Mail merge in MS-Word?

 MS-Word ‘| ‘ob ‘O© Ho$ Cn¶moJ H$mo ~VmBE& Amn MS-Word ‘o ‘ob 
‘O© H¡$go H$a gH$Vo h¢?

12) What is SQL? What are various language of SQL? Explain 

them.

 SQL ³¶m h¡? SQL ‘o {d{^Þ ^mfm H$m¡Zgr h¡? CZH$mo g‘PmBE&

13) Explain the process of creating forms and reports.

 Forms Am¡a reports ~ZmZo H$s {H«$¶m H$mo g‘Pm¶o&


