
¹‡ÇU / Section-A

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

1. (a) çÚUâæØ·¤Ü çÕÙ @Øæ ãñU?

What is Recycle bin ?

(b) ãðUÇUÚU ¥õÚU Èê¤ÅUÚU @Øæ ãñU?

What is Header and Footer ?
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(c) °×0°â-°@âðÜ ×ð´ ð ·¤æòÜ× ·¤ô ·ñ¤âð ãUÅUæÌð ãñ´ U?

How to remove the column in MS-Excel ?

(d) ·¤æòÜ× Èý¤èçÁ¢» @Øæ ãñU?

What is Column Freezing ?

(e) SÜæ§ÇU ×ð¢ ŠßçÙ ÂýÖæß ·ñ¤âð ©UÂØô» ·¤ÚUÌð ãñ´ U?

How to use sound effect in slide ?

(f) È¤æ§¢ÇU ¥õÚU çÚUŒÜðâ @Øæ ãñU?

What is find and replace ?

(g) ·¤æòÜ× ·¤è çÚUâæ§çÁ¢» ·ñ¤âð ·¤ÚUÌð ãñ´ U?

How to resize the columns ?

(h) °×0°â0 ÂæßÚU Œßæ§‹ÅU ×ð´ ÙØð SÜæ§ÇU ·¤ô
§ÙâÅüU ·¤ÚUÙð ·¤è ç·ý¤Øæ ÕÌæ§°Ð

Write the process to insert new slide in MS
Power Point.

(i) ÇUæòâ @Øæ ãñU? ÇUæòâ ·ð¤ ç·¤ÌÙð Âý·¤æÚU ·ð¤ ·¤×æ‡ÇU
ãUôÌð ãñ´ U?

What is DOS ? How many types of DOS
commands are there ?
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(j) ×æòÇðU× @Øæ ãñU?

What is Modem ?

¹‡ÇU / Section-B

§·¤æ§ü / Unit-I

âÖè ÂýàÙô´ ·ð¤ ©UîæÚU ÎèçÁ° Ñ
Answer all questions :

2. (a) çß‡ÇUôÁ ¥æòÂÚðUçÅ¢U» çâSÅUU× ¥õÚU ÇUæòâ ×ð´ ·¤ô§ü
Âæ¡¿ ¥¢ÌÚU ÕÌæ§°Ð

Write any five differences between Windows
Operating System and DOS.

(b) ÇðUS·¤ÅUæòÂ °ß¢ ¥æ§·¤æòÙ âð ¥æÂ @Øæ â×ÛæÌð
ãñ´U?

What do you mean by Desktop and
icons ?

¥Íßæ / OR

(a) °@Áè·é¤ÅðUÕÜ ¥õÚU ÙæòÙ-°@Áè·é¤ÅðUÕÜ È¤æ§Ü ×ð´
¥¢ÌÚU SÂcÅU ·¤èçÁ°Ð

Differentiate between Executable and Non-
executable files.
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(b) çÂý¢ÅUÚU ·ð¤ çßçÖ‹Ù Âý·¤æÚUæð ´ ·¤ô â×Ûææ§°Ð

Explain the various types of Printers.

§·¤æ§ü / Unit-II

3. (a) °×0°â0 ßÇüU @Øæ ãñU? °×0°â0 ßÇüU ·ð¤ ·¤ô§ü
¿æÚU ©UÂØô» çÜç¹°Ð

What is MS Word ? Write any four uses of
MS Word.

(b) °×0°â0 ßÇüU ×ð́ ‹Øê ÇUæ@Øê×ðǺU ÕÙæÙð ·ð¤ çßçÖ‹Ù
¿ÚU‡ææð´ ·¤ô çÜç¹°Ð

Write the various steps to create new
documents in MS Word.

¥Íßæ / OR

(a) °×0°â0 ßÇüU ×ð´ ÂñÚUæ»ýæÈ¤ ¥õÚU ÂðÁ È¤æò×ðüçÅ¢U»
·¤è ç·ý¤Øæ ·¤ô â×Ûææ§°Ð

Explain the process of paragraph and page
formatting in MS Word.

(b) ÅðU@SÅU °çÇUçÅ¢U» ·ð¤ çßçÖ‹Ù ·¤æØôZ ·¤ô â×Ûææ§°Ð

Explain the various functions of text editing.



§·¤æ§ü / Unit-III

4. (a) °×0°â0 ßÇüU ×ð́ ×ðÜ ×Áü âð ¥æÂ @Øæ â×ÛæÌð
ãñ´U? §â·¤è ©UÂØôç»Ìæ â×Ûææ§°Ð

What do you mean by Mail Merge ?
Explain its utility.

(b) ç·¤âè ÇUæ@Øê×ð´ÅU ×ð´ ¥æÂ ÂðÁ Ù`ÕÚU ·ñ¤âð §‹âÅüU
·¤ÚUÌð ãñ´ U?

How do you insert page number in any
document ?

¥Íßæ / OR

çÙ`ÙçÜç¹Ì ·¤ô â×Ûææ§° Ñ

Explain the following :

(a) °ÙßðÜŒâ ¥õÚU ×ðçÜ¢» ÜðÕËâ

Envelopes and mailing labels

(b) ×æçÁüÙ ¥õÚU SÂðâ ÂýÕ¢ÏÙ

Margins and Space Management

(c) ãðUÇUÚU ¥õÚU Èê¤ÅUÚU

Headers and Footers
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§·¤æ§ü / Unit-IV

5. ß·ü¤ Õé·¤ ÌÍæ ß·ü¤ àæèÅU ×ð´ ¥¢ÌÚU ÕÌæ§° ÌÍæ ß·ü¤
Õé·¤ È¤æ×ðüçÅ¢U» ·¤è ç·ý¤Øæ ·¤ô çßSÌæÚU âð â×Ûææ§°Ð
Write the differences between workbook and
worksheet and explain the workbook formatting
in detail.

¥Íßæ / OR

°×0°â0 °@âðÜ @Øæ ãñU? °×0°â0 °@âðÜ ×ð´
·¤æòÜ× Èý¤èçÁ¢», ÜðÕËâ, ãUæ§çÇ¢U» ÌÍæ çSŒÜçÅ¢U» ·¤ô
â×Ûææ§°Ð

What is MS Excel ? Explain the column freezing,
levels, hiding and splitting in MS Excel.

§·¤æ§ü / Unit-V

6. °×.°â. ÂæßÚU Œßæ§¢ÅU ·¤è ·¤ô§ü Âæ¡¿ çßàæðáÌæ°¡ çÜç¹°
ÌÍæ SÜæ§ÇU àææð ÂýðÁð´ÅU ·¤ÚUÙð ·ð¤ çßçÖ‹Ù ¿ÚU‡æô´ ·¤ô
çßSÌæÚU âð â×Ûææ§°Ð

Write any five specifications of MS Power Point
and explain in detail the various steps for
presentation of a slide show.

¥Íßæ / OR
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°×0°â0 ÂæßÚU Œßæ§¢ÅU ·ð¤ çÜ° çÙ`ÙçÜç¹Ì ·¤ô
â×Ûææ§° Ñ

Explain the following for MS Power Point :

(a) »ýæçÈ¤@â ·¤ô ÁôÇ¸UÙæ

Adding Graphics

(b) ïŠßçÙ ¥õÚU ×êßè §ÙâÅüU ·¤ÚUÙæ

Inserting sound and movies

(c) SÜæ§ÇU ·¤è ·¤æòÂè ·¤ÚUÙæ

Copying a slide
———
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