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GENERAL INSTRUCIONS TO THE EXAMINEES :

1) narjmWu gd©àW_ AnZo àíZ-nÌ na Zm_m§H$ A{Zdm ©̀V… {bI| &

Candidate must write first his/her Roll No. on the question paper
compulsorily.

2) g^r àíZ hb H$aZo A{Zdm ©̀ h¢ &

All the questions are compulsory to attempt.

3) àË òH$ àíZ H$m CÎma Xr JB© CÎma-nwpñVH$m _| hr {bI| &

Write the answer to each question in the given answer-book only.
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IÊS> - A

SECTION - A

~hþ{dH$ënr` àíZ … [14 × ½ = 7]

Multiple Choice Questions :

ghr {dH$ën MwZ| -

Choose the correct option -

1) gyMZmAm| H$m AmXmZ àXmZ .............. H$hbmVm h¡ & [½]

(A) g§Mma

(~) h[aV H$m¡eb

(g) ñd àoaUm

(X) Cnamoº$ g^r

Exchange of Information is called _________.

(A) Communication

(B) Green Skill

(C) Self-Motivation

(D) All of these

2) àofH$ AnZo g§Xoe {H$g VarHo$ go ôO gH$Vo h¡? [½]

(A) ~mobH$a

(~) {bIH$a

(g) Bemam| go

(X) Cnamoº$ g^r

How a sender can send message?

(A) By Speaking

(B) By Writing

(C) By actions

(D) All of these
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3) EH$ àoOoÝQ>oeZ \$mBb H$mo {àÝQ> H$aZo Ho$ ghr MaU h¡? [½]
(A) File Print

(~) File Save

(g) File Save As

(X) File Ok
Which is the correct step for printing a presentation?
(A) File Print
(B) File Save
(C) File Save As
(D) File Ok

4) ñdào[aV bmoJm| H$m JwU h¡ - [½]
(A) _ohZVr
(~) {Oå_oXma
(g) Y¡̀ ©dmZ
(X) Cnamoº$ g^r
Characteristic of self motivated persons is -
(A) Hardworking
(B) Responsible
(C) Patience
(D) All of these

5) EH$ AmXe© _¡goO Ho$ Š`m JwU h¢? [½]
(A) Šbr`a
(~) H§$gmBO
(g) EŠ`yaoQ>
(X) Cnamoº$ g^r
What are the characteristics of an ideal message?
(A) Clear
(B) Concise
(C) Accurate
(D) All of these
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6) BPO _| 'B' H$m _Vb~ ............... h¡ & [½]
(A) ~moëS> (Bold)

(~) {~OZog (Business)

(g) ~«moS>~¡ÝS> (Broadband)

(X) ~og (Base)
Meaning of 'B' in BPO is _________.
(A) Bold
(B) Business
(C) Broadband
(D) Base

7) EH$ M`{ZV gob H$mo ............. gob H$hVo h¡ & [½]
(A) {S>{bQ>oS> gob
(~) {S>{bQ>oS> amo
(g) EpŠQ>d gob
(X) {S>{bQ>oS> H$m°b_
A selected cell is called _________ cell.
(A) Deleted cell
(B) Deleted Row
(C) Active cell
(D) Deleted Column

8) ROM _| 'M' H$m AW© .................. h¡ & [½]
(A) Modem

(~) Matrix

(g) Memory

(X) Monitor
Meaning of  'M' in ROM is __________.
(A) Modem
(B) Matrix
(C) Memory
(D) Monitor
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9) {ZåZ _| go H$m¡Zgm àoOoÝQ>oeZ gm°âQ>dò a Zht h¡? [½]
(A) MS-Powerpoint

(~) Libreoffice Impress

(g) Google Slides

(X) Ms-Word
Which of the following is not a presentation software?
(A) MS-Powerpoint
(B) Libreoffice Impress
(C) Google Slides
(D) Ms-Word

10) J«rZ Om°~ (Green Job) H$m Š`m \$m`Xm h¡? [½]
(A) J«rZ hmCg J¡g H$_ H$aZm
(~) àXÿfU {Z §̀ÌU
(g) BH$mo{gñQ>_ [añQ>moa H$aZm
(X) Cnamoº$ g^r
What is the benefit of Green Job?
(A) Reduce green house gas
(B) Pollution Control
(C) Ecosystem Restoration
(D) All of these

11) MS-Word _| eãX H$m a§J ~XbZo Ho$ {bE {ZåZ _| go H$m¡Zgm {dH$ën ghr h¡? [½]
(A) Font Color

(~) Edit

(g) Left

(X) Right
Which of the following is right option to change the color of text in MS-Word?
(A) Font Color
(B) Edit
(C) Left
(D) Right
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12) ñàoS>erQ> _| g¡bm| H$mo j¡{VO VarHo$ go ì`dpñWV H$aZm ............... H$hbmVm h¡ & [½]

(A) H$m°b_ (~) amo

(g) dH©$erQ> (X) Cnamoº$ _| go H$moB© Zht

In Spreadsheet, __________ is an arrangement of cells in a horizontal manner.

(A) Column (B) Row

(C) Worksheet (D) None of these

13) H$_©Mm[a`m| H$mo ŵJVmZ H$aZo H$s à{H«$`m .................. H$hbmVr h¡ & [½]

(A) Designing (~) Purchasing

(g) Payroll (X) Selling

The process of Payment to employees is called __________ .

(A) Designing (B) Purchasing

(C) Payroll (D) Selling

14) ~r nr Amo H$m \$m`Xm h¢ - [½]

(A) \$mBZo§{eAb ~o{Z{\$Q> (~) âbopŠg{~{bQ>r

(g) H$m°ånQ>r{Q>d ES>doÝQ>oO (X) Cnamoº$ g^r

Benefit of BPO is -

(A) Financial Benefit (B) Flexibility

(C) Competitive Advantage (D) All of these
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IÊS - ~

SECTION - B

A{VbKwÎmamË_H$ àíZ … [16 × ½ = 8]

Very short answer type questions :

EH$ eãX `m dmŠ` _| CÎma Xr{OE -

Write answer in one word or one sentence -

15) dmŠ` H$mo n[a^m{fV H$s{OE & [½]

Define Sentence.

16) gH$mamË_H$ ad¡̀ m H$m CXmhaU {b{IE & [½]

Write example of Positive attitude.

17) ERP H$m EH$ \$m`Xm {bImo & [½]

Write one Benefit of ERP.

18) b{ZªJ Ho$ Xmo àH$ma Ho$ Zm_ {b{IE & [½]

Write the name of two types of Learning.

19) ERP H$m nyam Zm_ {b{IE & [½]

Write Full Name of ERP.

20) H$moB© Xmo BZnwQ> {S>dmBg Ho$ Zm_ {bImo & [½]

Write names of any two input devices.
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21) \$mBb H$mo god H$aZo H$s em°Q>©H$Q> Hw§$Or {b{IE & [½]

Write Shortcut key to Save file.

22) MS-Excel _| \$mBb H$m EŠgQ>|eZ Š`m hmoVm h¡? [½]

What is file extension in MS-Excel?

23) gm¡a D$Om© Š`m h¡? [½]

What is Solar energy?

24) g§Mma Ho$ H$moB© EH$ àH$ma H$m Zm_ {b{IE & [½]

Write name of any one type of Communication.

25) LAN H$m nyam Zm_ {b{IE & [½]

Write full name of LAN.

26) B§Q>aZoQ> Ho$ Xmo ZwH$gmZ {b{IE & [½]

Write two disadvantages of Internet.

27) EMD H$m nyam Zm_ {b{IE & [½]

Write full name of EMD.

28) E-mail _| 'E' H$m _Vb~ {b{IE & [½]

Write Meaning of 'E' in E-mail.
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29) ñàoS>erQ> H$mo gwa{jV aIZo H$m Cnm` {b{IE & [½]

Write the way to protect Spreadsheet.

30) J«rZ pñH$b H$m EH$ CXmhaU {b{IE & [½]

Write one example of Green skill.

IÊS> - g

SECTION - C

bKwÎmamË_H$ àíZ … [9 × 1 = 9]

Short answer type questions :

Xmo go Mma n§{º$`m| _| CÎma Xr{OE -

Write answer in two to four lines -

31) {dam_ {MÝh Ho$ H$moB© Xmo àH$ma {b{IE & [1]

Write any two types of Punctuation.

32) ''Ram is reading a book".

Cnamoº$ dmŠ` _| g§km d {H«$`m eãX Ho$ Zm_ {b{IE & [1]

''Ram is reading a book".

Write the name of noun & verb in above sentence.

33) Q>r_ dH©$ Š`m hmoVm h¡? [1]

What is Team Work?

34) S>oQ>m g§J«hU _mÜ`_ Š`m hmoVm h¡? [1]

What is data storage medium?
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35) BPO Š`m hmoVm h¡? [1]

What is BPO?

36) BñQ>|Q> _¡goqOJ Š`m hmoVr h¡? [1]

What is Instant messaging?

37) H§$ß ỳQ>a dm`ag H$mo n[a^m{fV H$s{OE & [1]

Define Computer Virus?

38) H§$ß ỳQ>a H$s XoI^mb H¡$go H$aVo h¢? [1]

How to Care Computer?

39) ñdà~§YZ Š`m hmoVm h¡? [1]

What is Self Management?

IÊS> - X

SECTION - D

{Z~§YmË_H$ àíZ … $ [3 × 2 = 6]
Essay type questions :
40) Am°ZbmBZ IarXXmar Ho$ \$m`Xo d ZwH$gmZ {b{IE & [2]

Write advantages and disadvantages of online Shopping.

AWdm/OR

{dÚm{W©̀ m| H$mo grIZo Ho$ {bE H¡$go ào[aV {H$`m Om gH$Vm h¡?
How to motivate students to learn?
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41) IarX (àmoŠ`moa_|Q>) _| Q>oÊS>a Š`m hmoVm h¡? [2]

What is tender in Procurement?

AWdm/OR

ERP {gñQ>_ Ho$ _w»` KQ>H$ Ho$ Zm_ {b{IE &

Write name of main Components of ERP System.

42) _mZ{gH$ VZmd H¡$go H$_ {H$`m Om gH$Vm h¡? [2]

How to reduce mental tension?

AWdm/OR

CÚ_erbVm Ho$ ~mao _| {b{IE &

Write about Entrepreneurship.
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