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• Ñi;k tk¡p dj ysa fd bl iz'u-i= esa eqfnzr i`"B 8 rFkk iz'u 38 gSaA 

Please make sure that the printed pages in this question paper are 8 in number and

it contains 38 questions.

• iz'u-i= esa nkfgus gkFk dh vksj fn;s x;s dksM uEcj dksM uEcj dksM uEcj dksM uEcj dks Nk= mÙkj-iqfLrdk ds eq[;-i`"B ij fy[ksaA 

The Code No. on the right side of the question paper should be written by the

candidate on the front page of the answer-book.

• Ñi;k iz'u dk mÙkj fy[kuk 'kq: djus ls igys] iz'u dk Øekad vo'; fy[ksaA 

Before beginning to answer a question, its Serial Number must be written.

• mÙkj-iqfLrdk ds chp esa [kkyh iUuk / iUus u NksMsa+A 

Don’t leave blank page/pages in your answer-book.
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• mÙkj-iqfLrdk ds vfrfjDr dksbZ vU; 'khV ugha feysxhA vr% vko';drkuqlkj gh fy[ksa vkSj fy[kk mÙkj u 
dkVsaA 

Except answer-book, no extra sheet will be given. Write to the point and do not 

strike the written answer. 

• ijh{kkFkhZ viuk jksy ua0 iz'u&i= ij vo'; fy[ksaA 

Candidates must write their Roll Number on the question paper.    

• d`i;k iz'uksa dk mÙkj nsus lss iwoZ ;g lqfuf'pr dj ysa fd iz'u-i= iw.kZ o lgh gS] ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl 
lEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAlEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAlEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAlEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkA    

  Before answering the question, ensure that you have been supplied the correct and 

complete question paper, no claim in this regard, will be entertained after 

examination. 

uksVuksVuksVuksV %%%%     iz'u Øekad 1 ls 3 esa ls dksbZ nksnksnksnks iz'u djsaA 'ks"k lHkh iz'u vfuok;Z gSaA'ks"k lHkh iz'u vfuok;Z gSaA'ks"k lHkh iz'u vfuok;Z gSaA'ks"k lHkh iz'u vfuok;Z gSaA 

  Attempt any two questions from question numbers 1 to 3. Rest are 

compulsory. 

1. Calc esa MkVk dksUlhfyMsV djus ds pj.k fy[ksaA 5 

Write steps to consolidate data in calc.  

2. LizsM'khV esa osc ist+ ls Vscy fudkyus ds pj.k fy[ksaA  5 

Write steps to extract a table from Web page in spreadsheet.  

3. Libra office Base esa MkVk Vkbi ij uksV fy[ksaA  5 

Write note on data types in Libre office Base.  

4. MkVk dafllVsalh dk mnkgj.k lfgr o.kZu djsaA  3 

Explain data consistency with example.  

5. igys ls ekStwn LVkby esa cnyko djus ds pj.k fy[ksaA  3 

Write steps to modify an existing style.  
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6. ,d MkD;wesaV esa best+ Mkyus vkSj ?kqekus ds pj.k fy[ksaA  3 

Write steps to insert an image to a document and rotate it.  

7. BASIC izksxzkfeax ySaXost dh lgk;rk ls eSØks cukus ds pj.k fy[ksaA  3 

Write steps to create a macro using BASIC programming language.  

8. vljnkj lapkj.k ds fdUgha nks nks nks nks xfrjks/kdksa dk o.kZu djsaA  3 

Explain any two barriers to effective communication.  

9. VsDLV jSfiax D;k gS \  2 

What is text wrapping ? 

10. eSØks dks QaD'ku ds :i esa dSls iz;ksx fd;k tkrk gS \  2 

How macro can be used as a function ?  

11. dSafMMsV ^dh* D;k gS \ 2 

What is candidate key ? 

12. IT dk;Z {ks= esa fdu lalk/kuksa dh t:jr gksrh gS \  2 

What resources are required in IT work environment ?  

13. vki viuh dej dks LVªsu ls dSls cpk ldrs gSa \  2 

How you can keep your back free of strain ?  
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¼¼¼¼oLrqfu"B iz'u oLrqfu"B iz'u oLrqfu"B iz'u oLrqfu"B iz'u ½½½½ 

(Objective Type questions) 

14. ,d fjdykbaM dks.k ------------ izs'kj dks de djrk gSA 1 

A reclined angle reduces ………….. pressure.  

15. MkVkcsl esa jkW QSDV ------------- dk xBu djrs gSaA  1 

In database, raw facts constitutes ………….. . 

16. DBMS dk iw.kZ :i --------------- gSA  1 

Full form of DBMS is ……………. . 

17. QhYM dk laxzg -------------- cukrk gSA  1 

A collection of fields make a …………… . 

18. jkbVj esa vykbuesaV ------------- LVkby esa vkrk gSA  1 

In writer, alignment comes under ……….… style. 

19. MkVkcsl ls iz'u iwNus ds rjhdsa dks ------------- dgrs gSaA  1 

………….. is a form of asking questions from database.  

20. IDE dk iw.kZ :i --------------- gSA  1 

Full form of IDE is …………… .  

21. lkmaM Qkby dk Qkby ,DlVsa'ku -------------- gSA  1 

(A) .jpg  (B) .png  

(C) .txt  (D) .mp3 
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…………. is file extension of sound file.  

(A) .jpg  (B) .png  

(C) .txt  (D) .mp3  

22. ekml }kjk ----------- QaD'ku ughaughaughaugha fd;k tkrk gSA  1 

(A) gksoj  (B) VuZ vkWu  

(C) jkbV fDyd  (D) MªSx  

………….. function is not performed by mouse.  

(A) Hover  (B) Turn on  

(C) Right click  (D) Drag   

23. ekSf[kd lapkj.k dk mnkgj.k -------------- gSA  1 

(A) Qksu dkWy  (B) v[kckj  

(C) ysVj   (D) bZ-esy  

…………. is an example of oral communication.  

(A) Phone call  (B) Newspaper  

(C) Letter  (D) E-mail 

24. best+ Qkby dk ------------- lgh Qkby ,DlVsa'ku ughaughaughaugha gSA  1 

(A) GIF  (B) JPEG 

(C) Odt   (D) PNG  

…………… is not correct file extension for image file.  

(A) GIF  (B) JPEG 

(C) Odt   (D) PNG  
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25. RDBMS esa nks Vscy ds chp ds fjys'kuf'ki ds ---------------- izdkj ls lSV fd;k tk ldrk gSA  1 

(A) 2  (B) 3 

(C) 4  (D) 5 

In RDBMS, ………….. types of relationships can be set up between two tables.  

(A) 2  (B) 3 

(C) 4  (D) 5 

26. jkbVj esa besat dks fdlh txg ij j[kus ds ----------- izdkj dh lsfVax gks ldrh gSA  1 

(A) 2  (B) 3 

(C) 4  (D) 5 

In writer, positioning of an image is controlled by ………….. type of setting.  

(A) 2  (B) 3 

(C) 4  (D) 5 

27. jkbVj esa ---------- LVkby dk mi;ksx MkD;wesaV dks lsD'ku esa O;ofLFkr djus ds fy, gksrk gSA  1 

(A) Ýse   (B) dSjsDVj 

(C) fyLV   (D) Vscy  

In writer ………….. style is used to organize a document in sections.  

(A) Frame  (B) Character  

(C) List   (D) Table  

28. dWUlkfyMsV dks iz;ksx djrs le; fMQkYV QaD'ku ------------ gSA  1 

(A) ,ojst  (B) eSDl  

(C) dkmaV  (D) le  
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The default function while using consolidate is …………….. . 

(A) Average  (B) Max  

(C) Count  (D) Sum  

29. ----------- ,ukfyfll Vwy dk mi;ksx vkmViqV ij vk/kkfjr buiqV <aw<us ds fy, gksrk gSA  1 

(A) ^OgkV-bQ*  (B) xksy lhd 

(C) flusfj;ks  (D) dWUlkfyMsV  

……………. analysis tool find input based on output.  

(A) What-if  (B) Goal Seek 

(C) Scenario  (D) Consolidate  

30. ------------ 'kkVZdV ^dh* dk mi;ksx iqjkus dk;Z dks iwoZor djus ds fy, gksrk gSA  1 

(A) Alt+X (B) Ctrl+X 

(C) Ctrl+Z (D) Alt+Z 

…………. shortcut key is used to Undo previous action.  

(A) Alt+X (B) Ctrl+X 

(C) Ctrl+Z (D) Alt+Z  

31. dh-cksMZ ij ist+ vi ^dh* ----------- ^dh* dgykrh gSA  1 

Page up key on keyboard is a ………….key.  

32. nks yksxksa ds chp lapkj.k dks ------------- lapkj.k dgrs gSaA  1 

Communication between two individuals is known as ………… communication.  

33. dEI;wVj ds os fQftdy fgLls ftUgs ge Nw ldrs gSa] ---------- dgykrs gSaA  1 

The physical parts of computer that we can touch are called ………….  
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34. fdlh ist+ ds cSdxzkm.M esa tks VsDLV ;k besat+ /kq/kyk fn[krk gS] ------------- dgykrk gSA  1 

The text or image which appears faintly in the background of page is          

called ………… . 

35. jkbVj esa ----------- besat+ fQYVj Vwy dk mi;ksx QksVksxzkWQ ds Vksu dks mYVk djus ds fy, gksrk gSA  1 

In writer, ………… image filter tool is used to reverse the tone in photograph.   

36. jkbVj esa ,adj Mªkbax ds fy, ,d ------------ IokbaV dh rjg gksrk gSA  1 

In writer anchor acts as a ………… point for drawing.  

37. Calc esa eSØks jhfMax ------------- vkWI'ku }kjk pkyw fd;k tk ldrk gSA  1 

In calc, macro reading can be enabled using ………….. options.  

38. Calc esa ------------ Vwy vius vki xzqi cukrk gS vkSj xzqi MkVk ij QaD'ku dks yxkrk gSA  1 

……….. tool in calc creates the group automatically and applies function on 

grouped data.  

S 
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