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Instructions(निरे्दश): -   

1. All questions are compulsory.(सभीप्रश्नअनिवाययहै) 

2. Question no 1 to 3 are long answer type questions carrying Five Marks. 

(प्रश्न1 से  3पाांच िांबरकेहै) 

3. Question no 4 to 9 are short answer type question carrying Three Marks. 

(प्रश्न4 से 9तीि िांबरकेहै) 

4. Question no 10 to 15 are very short answer type question carrying Two Marks. 
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5. Question no. 16 to 30 are MCQ/ One Word/ Fill in the Blank type’s questions carrying One 
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[ ] 
[Section-A] 

 

Long Answer Types of Questions         3 x 5 = 15 Marks 
 

Q. 1.Write steps to consolidate data in calc.। 

Calc में डेटा कोकां सॉनऱडेटकरिेकचरण . 

 

Q  2. Write steps to extract a table from Web page in spreadsheet. 

 

स्प्पे्रडशीटकोएक्सटे्रक्टकरिेकेचरणबताओ 
Or 

Explain Advantages of Data Base. 

Data base  केफायरे्दकेबारेमेंबताये| 

Q. 3. Write note on data types in Libre office Base. 

Libre office Base डाटाटाइपपरिोटनऱखे 

Or 

    Explain Type of Style . Write any 5? 

          Style केटाइपबताये. कोईपाांचबताओ 

[ ] 

[Section-B] 
 

Short Answer Types Questions        6 x 3 = 18 Marks 

Q.4  Expalin Dbms and Data. 

 Dbms and Data केबारेमेंबताओ| 

Q. 5     .Explain data consistency with example.  

डाटाकन्ससस्प्टेससीउर्दारणसहहतबताओ 

Q. 6. Write steps to modify an existing style. 

पहऱेसेमौजूर्दस्प्टाइऱबर्दऱावकरिेकेचरणबताओ। 
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Q. 7. Write steps to insert an image to a document and rotate it. 

 

एकडॉक्यूमेंटमें image कोडाऱिेऔरघुमािेचरणबताओ। 
 

Q8. Give one difference between a form and a report. 

ररपोटयऔरफॉमयमेंअांतरबताओ 

Or 
Briefly explain the concept of health, safety and security workplace? 

Health, safety and securityकेबारेमेंबताओ 



Q  9    Communication and type of communication? 

                                   Or 

Q. 9. Define the Difference between Disaster and Emergency. 

आपर्दा एवां आपातकाऱ के बीच के असतर का वणयि कीन्जए । 
[ ] 

[Section-C] 
 

Very Short Answer Types Questions       6 x 2 = 12 Marks 

Q. 10. What is Primary key? 

 Primary key क्याहोतीहै। 
Q.11.  Define Goal seek? 

 Goal seek को पररभाषषत करें । 
Q.12.  How Alternate key? 

 Alternate  key क्याहोतीहै 

Q.13.  Define communication? 

Communication क्याहोतीहै । 

Q.14. What is the need of table of contents? 

Table of contentsकीक्योंजरुरीहोतीहै। 

Or 

Define Verbal communication? 

Verbal communication को पररभाषषत करें 
Q.15.  What is text wrapping ? 

    Text Wrapping को पररभाषषत करें| 
Or 

Describe List some of the IT workplace hazards? 

आग ऱगिे के सामासय कारणों का वणयि करें? 

[ ] 

[Section-D] 
 

Objective Types Questions         15x 1 = 15 Marks 

Q.16. Which of the following is not a self-management skill? 

निम्िनऱन्खतमेंसेकौिस्प्व-प्रबांधिकौशऱिहीांहै? 

(a) Problem solving     (b) Bargaining   

(c) Understanding Self    (d) Confidence Building 

(क) समस्प्यासमाधाि   (ख) सौरे्दबाजी   

(ग) स्प्वयांकोसमझिा   (घ) आत्मषवश्वासनिमायण 

Q.17. JPG or JPEG in image format stands for __________ ______________.  

पेट्रोनऱांग_______ कोसांर्दनभयतकरताहै। 
(a) Joint Photographic Experts Group  (b) Joint Picture Experts Group   
(c)  Joint Photographic  Experts Graph (d)  Joint Photographic Experts General 

(क) जॉइांटफोटोग्राषपकएक्सपटयग्रुप  (ख) जॉइांटषपक्चरएक्सपटयग्रुप 

(ग) जॉइांटफोटोग्राषपकएक्सपटय(घ) जॉइांटफोटोग्राषपकएक्सपटय 
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Q.18. ‘Which of the following is not the correct file extension for an image file? 



 

 (a) GIF (b)    b  JPEG(c) Odt(d) PNG 

 

(क) GIF    (ख) JPEG 

(ग) Odt    (घ) PNG 

Q.19.  Which of the following is the shortcut key to select he entire document? 

 

(a) Ctrl+S (b)  Ctrl+A  (c) Ctrl+D  (d) None of the above 

(क)  Ctrl+S (ख) Ctrl+A   (ग)  Ctrl+D  (घ) उपरोक्तमेंसेकोईिहीां 
Q.20.  DBMS stands for ……………………………………… 

DBMS कीफुऱफॉमय……………………………… 

(a) Data and Books Management System (b)Database Management System  

(c) Data Management Multi System   (d) None of the above    

(क) डाटाऔरबुकमैिेजमेंट    (ख) डाटाबेसमैिजमेंटनसस्प्टम  

(ग) डाटामॅिेजमेंटमल्टीनसस्प्टम    (घ) उपरोक्तमेंसेकोईनह ींss 

Q.21. The raw facts constitutes, ______________.  

रॉफैक्टकोंस्प्टीटूएस, ______________। 
(a) Data 

(b)  Record  

(c)  Tabel 

(d) Row 

(क) डाटारौ 
(ख) ररकॉडय 
(ग) टेबऱ 

(घ)रौ 
Q. 22. Shortcut key of cut……………..……….. 

 Shortcut key of cut……………..। 
Q. 23. A …………………… is a collection of different formats 

 
  A …………………… is a collection of different formats 
  

 

Q. 24. A collection of fields make a……………. 

फील्डकासांग्रह………………….बिताहै 

Q. 25.in writer, alignment comes under ……….… style. 

 राइटरमेंएऱाइिमेंट………………………..स्प्टाइऱमेंआताहै 

 

Q. 26.………….. is a form of asking questions from database. 

 

 .………………डाटाबेसमेंपढ़ेंपूछिेकेतरीकेकहतेहै। 
Q. 27. Define IDE. 

 IDE  केबारे नऱन्खए । 
Q. 28.  Define ISP. 



 ISP केबारेनऱन्खए। 
Q. 29. Write the Full form of USB. 

 USB केबारेनऱन्खए 

Q. 30.Define IT/ITes ? 

 IT/ITES केबारेनऱन्खए। 




