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Note :	 The question paper is divided into three Sections A, B, and 
C. Write answer as per the given instructions.

ZmoQ> :	 ¶h àíZ nÌ "A', "~' VWm "g' VrZ IÊS>m| ‘| {d^m{OV h¡& àË¶oH$ 
IÊS> Ho$ {ZX}emZwgma àíZm| H$m CÎma Xr{OE& 

	 Section - A	 7 x 2 = 14
(Very Short Answer Questions)

Note :	 Answer all questions. As per nature of the question you 
delimit your answer in one word, one sentence or maximum 

up to 30 words. Each question carries 2 marks.

(IÊS> - A)
(A{V bKwCÎmar¶ àíZ)

ZmoQ> :	 g^r àíZm| H$m CÎma Xr{OE& Amn AnZo CÎma H$mo àýmZwgma EH$ eãX, 
EH$ dm³¶ ¶m 30 eãXm| ‘| n[agr{‘V H$s{O¶o& àË¶oH$ àíZ 2 A§H$ H$m h¢&

1)	 (i)	 How windows Explorer can be opened?

		  qdS>mo E³ßbmoaa H$mo {H$g àH$ma go Imobm Om gH$Vm h¡?
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	 (ii)	 What is the difference between ''copy paste" and "cut 

paste".

		  ""H$m°nr noñQ>'' Ed‘² ""H$Q> noñQ>'' ‘o ³¶m A§Va h¡?

	 (iii)	 What is "bullets" in word processor?

		  dS>© àmogoga ‘| ""~wboQ²>g'' ³¶m hmoVm h¡?

	 (iv)	 What is difference between "workbook" and "worksheet"?

		  dH©$~wH$ Ed‘² dH©$erQ> ‘| ³¶m A§Va hmoVm h¡?

	 (v)	 What is master slide?

		  ‘mñQ>a ñbmBS> ³¶m hmoVr h¡?

	 (vi)	 What is the full form of SQL?

		  SQL  H$m nyU© én ³¶m h¡?

	 (vii)	What is primary key?

		  àmW{‘H$ Hw§$Or ³¶m hmoVr h¡?

	 Section - B	 4 x 7 = 28

(Short Answer Questions)

Note :	 Answer any four questions. Each answer should not exceed 

200 words. Each question carries 07 marks.

(IÊS> - ~)
(bKw CÎmar¶ àíZ)

ZmoQ> :	 {H$Ýhr§ Mma àíZm| Ho$ CÎma Xr{OE& Amn AnZo CÎma H$mo A{YH$V‘ 200 
eãXm| ‘| n[agr{‘V H$s{O¶o& àË¶oH$ àíZ 07 A§H$m| H$m h¡&
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2)	 What is taskbar in windows operating system? What is its 

purpose?

	 qdS>mo Am°naoqQ>J {gñQ>‘ ‘| Q>mñH$~ma ³¶m hmoVr h¡? BgH$m ³¶m CÔoí¶ h¡?

3)	 How paragraph can be formatted in word processor? Explain 

in brief.

	 dS>© àmogoga ‘| noamJ«m’$ H$mo {H$g àH$ma go ’$m°a‘oQ> {H$¶m Om gH$Vm h¡? 

g§{já ‘| {ddaU Xr{OE&

4)	 What autofill feature in Excel?

	 E³gob ‘| ""Am°Q>mo{’$b'' JwUY‘© ³¶m hmoVm h¡?

5)	 What are the various cell allignments in excel? Discuss  all in 

brief.

	 E³gob ‘| H$m¡Z-H$m¡Z go àH$ma Ho$ ""gob EbmBZ‘oÊQ>'' hmoVo h¢? g§{já ‘| 

{ddaU Xmo&

6)	 What are the various types of graphics added to the slides in 

MS Power Point? Discuss each in brief.

	 MS nm°da nmBÊQ> ‘| {H$g àH$ma H$s J«m{’$³g H$mo ñbmBS²>g ‘| Omo‹S>m Om 

gH$Vm h¡? àË¶oH$ H$m g§{já {ddaU Xr{OE&

7)	 Describe the features and views in outlook?

	 AmD$Q>bwH$ H$s {d{^Þ {deofVm Ed‘² ì¶y H$mo g‘PmBE&
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8)	 What is query in database package? Also discuss crosstab 

query.

	 S>mQ>m~og n¡Ho$O ‘| ³¶yar ³¶m hmoVr h¡? H«$mgQ>o~ ³¶yar H$mo ^r g‘PmBE&

9)	 What is Pivot table? Discuss in brief.

	 nmBdm°Q> Q>o~b ³¶m hmoVr h¡? g§{já ‘| {ddaU Xr{OE&

	 Section - C	 2 x 14 = 28

(Long Answer Type Questions)

Note :	 Answer any two questions. You have to delimit your each 

answer maximum up to 500 words. Each question carries 

14 marks.

(IÊS> - g)
(XrK© CÎmar¶ àíZ)

ZmoQ> :	 {H$Ýht Xmo àíZm| Ho$ CÎma Xr{O¶o& AmnH$mo AnZo CÎma H$mo A{YH$V‘ 
500 eãXm| ‘| n[agr{‘V H$aZm h¡& àË¶oH$ àíZ 14 A§H$m| H$m h¢&

10)	 What mail-merge in MS-word? Explain it's complete procedure 

in detail.

	 MS-dS>© ‘| ‘ob-‘O© ³¶m hmoVm h¡? BgH$s gånyU© H$m¶©àUmbr H$mo {dñVma 

go dU©Z H$amo&

11)	 What is formula in MS-Excel? Describe it with help of suitable 

example.

	 MS-E³gob ‘| ""’$mo‘w©bm'' ³¶m hmoVm h¡? Cn¶w³V CXmhaU Ho$ gmW 

g‘PmBE&



IT - 02 / 100 / 5 	 (5)	

431

12)	 Explain following slide effects in MS power point.

	 (i)	 Action Button

	 (ii)	 Slide Animation

	 (iii)	 Slide Transition

	 (iv)	 Animation Preview

	 MS nm°da nm°BÊQ> ‘| {ZåZ ñbmBS> B’o$³Q> H$m dU©Z H$s{OE&

	 (i)	 E³eZ ~Q>Z

	 (ii)	 ñbmBS> EZr‘oeZ

	 (iii)	 ñbmBS> Q´>m§OreZ

	 (iv)	 EZr‘oeZ àrì¶y

13)	 Explain the procedure of creating forms and reports.

	 ’$m‘© Ed‘² [anmoQ>© ~ZmZo H$s gånyU© {H«$¶m{dYr H$mo {dñVma go g‘PmBE&


