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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 _| {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 right option -

1) ERP H$m \$m`Xm hmoVm h¡ & [½]

(A) Cƒ à~§YZ àXe©Z

(~) CÞV [anmoQ>©

(g) ~ohVa J«mhH$ godm

(X) Cnamoº$ g^r

Advantage of ERP is -

(A) High Management Performance

(B) Enhanced Report

(C) Improved customer service

(D) All of the above

2) RAM H$m nyam Zm_ ............. hmoVm h¡ & [½]

(A) arS> EŠgog _o_moar

(~) aoZS>_ EŠgog _o_moar

(g) aoZS>_ AßbmB© _o_moar

(X) arS> AßbmB© _o_moar

Full name of RAM is _________.

(A) Read Access Memory

(B) Random Access Memory

(C) Random Apply Memory

(D) Read Apply Memory
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3) ERP _| 'E' H$m _Vb~ .............. hmoVm h¡ & [½]
(A) B§OZ
(~) EZOu
(g) E§Q>aàmBO
(X) Cnamoº$ _| go H$moB© Zht
Meaning of 'E' in ERP is _________.
(A) Engine
(B) Energy
(C) Enterprise
(D) None of the above

4) {ZåZ _| go H$m¡Z ì`dgm` à{H«$`m à~§YZ _| AmVm h¡? [½]
(A) {S>OmBZ
(~) _m°S>b
(g) {ZînmXZ
(X) Cnamoº$ g^r
Which of the following comes in Business Process Management?
(A) Design
(B) Model
(C) Execution
(D) All of the above

5) {ZåZ _| go H$m¡Z gm E_ Eg dS>© \$mBb H$m EŠgQ>|eZ h¡? [½]
(A) .bmp

(~) .docx

(g) .ppt

(X) .jpeg
Which of the following is the extension for MS-word file?
(A) .bmp
(B) .docx
(C) .ppt
(D) .jpeg
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6) EH$ AmXe© _¡goO Ho$ Š`m JwU h¡? [½]
(A) Šbr`a
(~) H§$gmBO
(g) EŠ`yaoQ>
(X) Cnamoº$ g^r
What are the characteristic of an ideal message?
(A) Clear
(B) Concise
(C) Accurate
(D) All of the above

7) {ZåZ _| go H$m¡Z gm EH$ g\$b CÚ_r H$m JwU Zht h¢? [½]
(A) VZmd _| ahZm
(~) H$S>r _ohZV H$aZm
(g) Y¡̀ ©dmZ hmoZm
(X) {Oå_oXma
Which of the following is not the property of a successful entrepreneur?
(A) Be under stress
(B) Hardworking
(C) Patience
(D) Responsible

8) ............... EH$ ~m°Šg hmoVm h¡, Ohm± amo Am¡a H$m°b_ {_bVo h¢ & [½]
(A) gob
(~) \$m°_y©bm ~ma
(g) dH©$erQ>
(X) dH©$~wH$
__________ is a box where row and column meet.
(A) Cell
(B) Formula bar
(C) Worksheet
(D) Workbook
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9) 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

10) Sum ( ) \§$ŠeZ Zå~am| H$mo ............ Ho$ {bE H$m_ AmVm h¡ & [½]
(A) OmoS>Zo
(~) KQ>mZo
(g) JwUm
(X) ^mJ XoZo
Sum ( ) function is used to ________ the numbers.
(A) Add
(B) Subtract
(C) Multiply
(D) Divide

11) EH$ ñàoS>erQ> H$mo gwa{jV H$aZo Ho$ {bE ............. H$m Cn`moJ H$aVo h¡ & [½]
(A) {àÝQ>
(~) nmgdS>©
(g) ŠbmoO
(X) AmonZ
__________ is used to protect a spreadsheet.
(A) Print
(B) Password
(C) Close
(D) Open
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12) EH$ àoOoÝQ>oeZ \$mBb H$mo god H$aZo Ho$ ghr MaU h¡? [½]

(A) File  Save As  Type File Name  Save

(~) File  Open  File Name  Open

(g) File  Close  Save  Ok

(X) File  Exit

Which is the correct step to save a presentation?

(A) File  Save As  Type File Name  Save

(B) File  Open  File Name  Open

(C) File  Close  Save  Ok

(D) File  Exit

13) arVm Ho$ ~ƒo ~S>o hmo J ò h¡ & CZHo$ nmg ~hþV gmao H$nS>o h¡ Omo {H$ A~ ~ƒmo Ho$ {bE ~hþV N>moQ>o h¡ & arVm H$mo CZ
nwamZo H$nS>mo Ho$ gmW Š`m H$aZm Mm{hE? [½]

(A) CZH$mo H$Mao Ho$ {S>ã~o _| \|$H$ XoZm Mm{hE

(~) CZH$mo Obm XoZm Mm{hE

(g) N>moQ>o hmoZo Ho$ dmdOyX Cn`moJ H$aVr aho

(X) XmZ H$a XoZo Mm{hE

Reeta children have grown up. They have a lot of clothes that are too small for
them now what should Reeta do with these old clothes?

(A) Throw them in the trash can

(B) Burn them

(C) Keep using them even though they are too small

(D) Donate them

14) E‘ Eg dS>© _| ’$mBb H$mo god H$aZo H$s emQ>©H$Q> H$s (key) ³¶m hmoVr h¡? [½]

(A) Ctrl + V (~) Ctrl + N

(g) Ctrl + S (X) Ctrl + C

What is the short cut key to save a file in Ms-word?

(A) Ctrl + V (B) Ctrl + N

(C) Ctrl + S (D) Ctrl + C
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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 -

Give answer in one word or sentence.

15) BPO ‘| 'B' H$m ‘Vb~ ........... hmoVm h¡ & [½]

Meaning of 'B' in BPO is _____

16) b{ZªJ H$m H$moB© EH$ VarH$m {b{IE & [½]

Write any one way of learning.

17) H$moB© Xmo S>oQ>m g§J«hU ‘mÜ¶‘ Ho$ Zm‘ {b{IE & [½]

Write name of any two data storage medium.

18) J«rZ pñH$b H$m H$moB© EH$ CXmhaU Xr{OE & [½]

Give any one example of Green Skill.

19) EMD H$m nyam Zm‘ {b{IE & [½]

Write full name of EMD.

20) H$moB© Xmo Am°naoqQ>J {gñQ>‘ Ho$ Zm‘ {b{IE & [½]

Write name of any two operating system.

[ Turn Over
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21) ERP H$m nyam Zm‘ ³¶m hmoVm h¡? [½]

What is the full name of ERP?

22) BPO H$m H$moB© EH$ ’$m¶Xm {b{IE & [½]

Write any one advantage of BPO.

23) H$m°nr H$_m§S> H$s em°Q>©H$Q> H$s ³¶m hmoVr h¡? [½]

What is the shortcut key of copy command.

24) E‘ Eg dS>© H$m H$moB© EH$ Cn¶moJ {b{IE & [½]

Write any one use of Ms-word.

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

Write name of any one type of communication.

26) {dam‘ {MÝh Ho$ H$moB© Xmo àH$ma {b{IE & [½]

Write any two type of punctuation.

27)  "Reema wrote a letter"

Cnamo³V dm³¶ ‘| g§km {b{IE & [½]

"Reema wrote a letter"

Write nouns in above sentence.

28) ‘mZ{gH$ VZmd H$mo H$‘ H$aZo Ho$ H$moB© Xmo Cnm¶ {b{IE & [½]

Write any two way to reduce mental tension.
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29) H$moB© EH$ ñàoS>erQ> gm°âQ>do¶a H$m Zm‘ {b{IE & [½]

Write name of any one spreadsheet software.

30) ñdào[aV bmoJm| Ho$ H$moB© Xmo JwU {b{IE & [½]

Write any two characteristic of self mativated persons.

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) b{ZªJ go Amn ³¶m g‘PVo h¡? [1]

What do you understand by Learning?

32) B§Q>aZoQ> Ho$ H$moB© Xmo ’$m`Xo {b{IE & [1]

Write any two advantages of Internet.

33) BPO ³¶m hmoVm h¡? [1]

What is BPO?

34) Payroll H$m ³¶m Cn¶moJ h¢? [1]

What is the use of Payroll?

[ Turn Over
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35) Q>r‘ dH©$ H$s ^mdZm H$mo {dH${gV H$aZo Ho$ H$moB© Xmo VarH$mo Ho$ Zm‘ {b{IE & [1]

Write names of any two ways to develop the feeling of team work.

36) E-mail ³¶m hmoVm h¡? [1]

What is E-mail?

37) ñd - à~§YZ ³¶m hmoVm h¡? [1]

What is self - management?

38) LAN ³¶m hmoVr h¡? [1]

What is LAN?

39) E§Q>r - dm¶ag ³¶m hmoVm h¡? [1]

What is Anti-virus?

IÊS> - X

SECTION - D

{Z~§YmË_H$ àíZ … $ [3 × 2 = 6]

Essay type questions :

40) ERP go Amn ³¶m g‘PVo h¡? {dñVma ‘| dU©Z H$s{OE & [2]

What do you understand by ERP? Explain in detail.

AWdm/OR

g§Mma H$m¡eb ³¶m hmoVm h¡?

What is communication skills?
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41) H$åß¶yQ>a XoI^mb Am¡a aIaImd Ho$ VarHo$ {b{IE & [2]

Write ways for computer care and maintenance.

AWdm/OR

IarX Zr{V (àmo³¶moa‘|Q> nm°{bgr) ³¶m hmoVr h¡?

What is Procurement policy?

42) gd©a ³¶m hmoVm h¡? [2]

What is server?

AWdm/OR

Am°ZbmBZ ì¶dgm¶ go Amn ³¶m g‘PVo h¡?

What do you understand by Online Business?


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