
¹‡ÇU / Section-A

âÖè ÂýàÙô´ ·ð¤ ©UîæÚU ÂýˆØð·¤ ·¤æ x® àæµÎô´ ×ð´ ÎèçÁ° Ñ
Answer all questions in 30 words each :

1. (a) °×0 °â0 ßÇüU ÇUæ@Øê×ð´ÅU ×ð´ ÕêÜðÅ÷Uâ ¥õÚU
Ù`ÕçÚ¢U» ç¿‹ãU ÂýçßcÅU ·¤ÚUÙð ·ð¤ ÂÎô´ ·¤ô
çÜç¹°Ð

Write down the steps of inserting Bullets
and Numbering in MS Word document.
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(b) ãUæ§üÂÚU çÜ¢·¤ @Øæ ãñU?

What is Hyperlink ?

(c) ÌæçÜ·¤æ ×ð´ Â¢ç@Ì ·¤ô ÁôÇ¸UÙð ·¤è çßçÏ
çÜç¹°Ð

Write the process to insert row in Table.

(d) ßÇüU ¥æÅüU âð ¥æÂ @Øæ â×ÛæÌð ãñ´ U?

What do you mean by Word Art ?

(e) .exe È¤æ§Ü @Øæ ãñU?

What is .exe file ?

(f ) °×0 °â0 ßÇüU ×ð´ ÂýØéQ¤ ãUôÙð ßæÜð ç·¤‹ãUè´
ÌèÙ È¤æò‹ÅU ÅUæ§Â ·ð¤ Ùæ× çÜç¹°Ð

Write the name of any three Font type
used in MS Word.

(g) ãñU‡ÇU¥æ©UÅ÷Uâ @Øæ ãñU?

What is Handouts ?

(h) ß·ü¤Õé·¤ âð ¥æÂ @Øæ â×ÛæÌð ãñ´ U?

What do you mean by Workbook ?

(i) ÂæßÚU Œßæ§¢ÅU ×ð´ È¤ôÅUô ·ñ¤âð ÁôÇ¸Uæ ÁæÌæ ãñU?

How to insert picture in PowerPoint ?
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(j) °×0 °â0 °@âðÜ ×ð´ â¢BØæ¥ô´ ·¤ô ÁæðÇ¸UÙð ·ð¤
çÜ° ÂýØé@Ì ãUôÙð ßæÜð È¤æ×êüÜæ ·¤æ çâ‹ÅñU@â
çÜç¹°Ð

Write the syntax of formula used to add
numbers in MS Excel.

¹‡ÇU / Section-B

âÖè ÂýàÙô´ ·ð¤ ©UîæÚU ÎèçÁ° Ñ

Answer all questions :

2. (a) §‹ÅUÙüÜ °ß¢ °@âÅUÚUÙÜ ÇUæòâ ·¤×æ‡ÇU÷â âð ¥æÂ
@Øæ â×ÛæÌð ãñ´ U? ç·¤‹ãUè´ Âæ¡¿ ÇUæòâ ·¤×æ‡Ç÷Uâ
·¤ô ©UÎæãUÚU‡æ âçãUÌ çÜç¹°Ð

What do you mean by Internal and
External DOS Commands ? Write any
five DOS Commands with example.

(b) çÙ`ÙçÜç¹Ì ·¤ô â×Ûææ§° Ñ

(i) ¿ð·¤ Õæò@â
(ii) çÚUâæ§·¤Ü çÕÙ
(iii) çß‡ÇUôÁ °@âŒÜôÚUÚU
(iv) ÅUæS·¤ ÕæÚU
(v) ·¤‹ÅþUôÜ ÂñÙÜ

Explain the following :
(i) Check box
(ii) Recycle bin
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(iii) Windows explorer
(iv) Task bar
(v) Control Pannel

¥Íßæ / OR

(a) çß‡ÇUôÁ ·¤ô SÍæçÂÌ ·¤ÚUÙð ÌÍæ ¿ÜæÙð ·ð¤
çÜ° @Øæ @Øæ ãUæÇüUßðØÚU ¥æßàØ·¤Ìæ°¡ ãñ´ U?
â×Ûææ§°Ð

What are the hardware requirements to
install and run the Windows ? Explain.

(b) çÙ`ÙçÜç¹Ì ÇUæòâ ·¤×æ‡ÇU÷â ·¤æ çâ‹ÅñU@â
çÜç¹° Ñ

(i) COPY
(ii) TIME
(iii) CHKDSK
(iv) MOVE

(v) RMDIR

Write the syntax of the following DOS
Commands :
(i) COPY
(ii) TIME
(iii) CHKDSK
(iv) MOVE
(v) RMDIR

( 4 )
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3. (a) ÇUæ@Øê×ð´ÅU ·ð¤ çÂý¢ÅU çÂýÃØé ·¤ô ·ñ¤âð Îð¹ â·¤Ìð
ãñU¢ °ß¢ ·ñ¤âð çÂý¢ÅU ·¤ÚU â·¤Ìð ãñ´ U?

How can you see the print preview of
the document and how to print ?

(b) °×0 °â0 ßÇüU ×ð´ ÂñÚUæ»ýæÈ¤ °ß¢ ÂðÁ È¤æò×ðüçÅ¢U»
·¤ô â×Ûææ§°Ð

Explain paragraph and page formatting in
MS Word.

¥Íßæ / OR

(a) °×0 °â0 ßÇüU ×ð´ ÌæçÜ·¤æ ·ð¤ â`ÂæÎÙ ·¤ô
â×Ûææ§°Ð

Explain the editing of table in MS Word.

(b) °×0 °â0 ßÇüU ·ð¤ çßçÖ‹Ù ×éBØ ×ð‹Øê ·ð¤
·¤æØôZ ·¤æð çÜç¹°Ð

Write the functions of different main
menus of MS Word.

4. (a) °×0 °â0 ßÇüU ×ð´ ãñUÇUÚU °ß¢ Èê¤ÅUÚU ·ñ¤âð ÂýçßcÅU
ç·¤Øæ ÁæÌæ ãñ?

How to insert headers and footers in MS
Word ?

(b) °×0 °â0 ßÇüU ×ð´ SÂðÜ ¿ð·¤ ·ñ¤âð ç·¤Øæ
ÁæÌæ ãñU ÌÍæ ÂðÁ Ù`ÕÚU ·ñ¤âð ÂýçßcÅU ç·¤Øæ
ÁæÌæ ãñU?
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How to perform spell check and how to
insert page numbers in MS Word ?

¥Íßæ / OR

(a) ×ðÜ ×Áü ·¤è Âýç·ý¤Øæ ·¤ô ©UÎæãUÚU‡æ mæÚUæ
â×Ûææ§°Ð

Explain the process of Mail Merge with
example.

(b) ÇUæ@Øê×ð´ÅU ×ð´ ×æçÁüÙ °ß¢ SÂðâ ÂýÕ¢ÏÙ ·ñ¤âð
ç·¤Øæ ÁæÌæ ãñU? â×Ûææ§°Ð

Explain, how to perform margins and
space management in document.

5. (a) ß·ü¤àæèÅU ×ð´ È¤æ×êüÜæ ·ñ¤âð ÂýçßcÅU ç·¤Øæ ÁæÌæ
ãñU?

How is formula inserted in Worksheet ?

(b) °×0 °â0 °@âðÜ ×ð´ ÜðÕËâ, ãUæ§çÇ¢U», ·¤æòÜ×
Èý¤èçÁ¢» ÌÍæ ß·ü¤Õé·¤ çÂý¢çÅ¢U» ·¤ô â×Ûææ§°Ð

Explain Labels, Hiding, Column Freezing
and Workbook printing in MS Excel.

¥Íßæ / OR

(a) °×0 °â0 °@âðÜ ×ð´ ÕæòÇüUÚU °ß¢ àæðçÇ¢U» ·ñ¤âð
ÂýçßcÅU ç·¤Øæ ÁæÌæ ãñU ?

( 6 )
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How to insert borders and shading in MS
Excel ?

(b) ß·ü¤Õé·¤ °ß¢ ß·ü¤àæèÅU ×ð´ ¥‹ÌÚU SÂcÅU ·¤èçÁ°Ð

Differentiate between Workbook and
Worksheet.

6. ÂæßÚU Œßæ§¢ÅU ×ð´ ç@ÜÂ ¥æÅüU ·ñ¤âð ÁôÇ¸Uæ ÁæÌæ ãñU?
ÌÍæ ·¤SÅU× °Ùè×ðàæÙ ·ñ¤âð ©UÂØô» ãUôÌæ ãñU?
â×Ûææ§°Ð

How to insert clip art in PowerPoint ? How
to use custom animation in PowerPoint ?
Explain.

¥Íßæ / OR

ÂæßÚU Œßæ§¢ÅU ×ð´ »ýæçÈ¤@â °ß¢ ŠßçÙ ·¤æð ·ñ¤âð ÁôÇ¸Uæ
ÁæÌæ ãñU ? SÜæ§ÇU àæô ÂýðÁð´ÅU ·¤ÚUÙð ·¤è çßçÏ
çÜç¹°Ð

How to insert graphics and sound in Power
Point ? Write the steps for presentation of
slide show.

———
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