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Instructions : Al questions are compulsory.
(i) T A 1 H Y E— () Tgfaweda e T v () R
T w gt s |

Question No. 1 contains two parts—Part (A) Multiple choice questions
and Part (B) Fill in the blanks.

(iii) wA-13 ©: @vel | faifem 21
Question paper is divided into six parts.

(iv) Fraaar e w12 A 25 9% & T § it fawew fag e €

From Question Nos, 12 to 25, internal choices are given as per rule.

(v) o F Ieo@ WE F Wy fem mn ¥
Marks distribution is displayed with question.
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©UE - (3A) / Part - (A)
(YT ¥ 1 3 &1 ¥)

(Each question carries 1 mark)

(m)ﬁmﬁﬁnﬁﬁmww;

(A) Select the correct option from the following and write it :

(/)  Working as ateam helps _ do our work faster.

(37 we (&) us
() ourself () ourselves
Working as a team helps  do our work faster.
(a) we (6) us
(c) ourself (d) ourselves
(i) Envelopes fageq _ givemsa 44 o Suoray ?)
(37) insert (&) file
(¥) layout (3) T q HE 7&T
Envelopes option is available in __ dropdown menu.
(a) insert (b) file
(c) layout (d) None of these
(i) TOURET WISRIETR tE T e W R U fatmar
(37) 2007 (=) 2008
(F) 2016 (%) 2010
Slicer is a feature introduced in Microsoft Excel in .
(a) 2007 (b) 2008
(c) 2016 (d) 2010

(iv) SmartArtfaeq % ¥ illustration e | Iqeo T

(37) home (¥) insert
(®) page layout (%) view
Smart Art option is available in illustration group of __ tab.
(@) home (b) insert
(c) page layout (d) view

[1x5=5]
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(3]
(v) DWT ®IqUaH __ %1
(37) Dynamic web template
(&) Digital web table
(¥) Dynamic web table
(®) Digital web template

Full form of DWTis .
(@) Dynamic web template
(b) Digital web table

(¢) Dynamic web table

(d) Digital web template

wea-1 (/) faa e 0 i e [1%x5=5]
(B) Fill in the blanks :
() Macros ___ dropdown W ¥ Sue™ ¥
Macros are available in ___ dropdown menu.
Giy __ wfeedm ¥t HTML ferd fam HTML I 1 e % ¥ |
___ are software that produce HTML code without writing HTML.
(iii) Fandit o= A A presentation fe@r & fog saanl R EEA
presentation display gfaere fawe Y T AMEY |
You should select __ from presentation display dropdown list
1o display presentation on other monitor.
(iv) T 3 H bookmark HT E o TAC B
Shortcut key to bookmark a sectionis ___.
(v) Microsoft outlook ¥ Hrd T & farg waffa o Hoe wred ¥
____is a calendar format supported for use with Microsoft outlook.
M-73 P.T.O.
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TUE - (F) / Part - (B)
(Y6 g9 2 siF w1 )

(Each question carries 2 marks)

WH-2 TR e d? [2]
What is Communication?

W¥-3  ETRWEH bR 2 : [2]
What is HYPERLINK function?

W¥-4  HTML Form ¢ ? (2]
What is HTML Form ?

W¥T-5  Call center 12?7 [2]

What is Call Center?
W¥1-6 uﬁﬁ%ﬁmuﬁéﬁﬁmmmﬁa@%ﬁﬁ@wwmu (2]

Name any two websites that provide free digital certificates.

@Ug - (W) / Part - (C)
(Y® ¥ 3 3 T ¥)

(Each question carries 3 marks)

W¥T-7  Envelope T9M ¥ 9w w2 [1+1+1=3]

What are the three advantages of making Envelope ?

WyI-8 qﬁﬁtﬁﬁmwﬁww%?ﬁﬁ?au@tﬁmm%wm: [1+2=3]

What is Multimedia Element ? Write the names of any two multimedia

elements.

-9 FEH T ¥ R O 9 9 wemn [1+1+1=3]
Explain any three tabs of custom animation.

W¥-10  SEO 3R SEO checker #1 ¥ ? [2+1=3]
What is SEO and SEQ checker?

TET-11 WM WivedeR ¥ e erfiin o swem & farr o &2 [1+1+1=3]

How rehearse timing is used in presentation software?
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wet-13

A¥-14

[51]
g - (T ) / Part - (D)
(% W 4 3% w1 E)
(Each question carries 4 marks)

Calendar sharing 341 & ? Calendar S FTA HEY § AU
What is Calendar Sharing ? Briefly explain calendar sharing.

HUaT/OR

Veard 991 & ? Vcard ™ 489 § S9R¥T|
What is Vcard ? Briefly explain Vcard.

Presentation St & T 3¢ Mt 71 & 2 TN SAE MR & g
W 3¢ g |
What is Smart Art Graphics in presentation software? Explain any

three purposes of Smart Art graphics.
3eqr/OR

Presentation software ¥ annotation 31 € ? Annotation * Y A
I THAEY |
What is Annotation in presentation software? Explain any three

objectives of annotation.

Spreadsheet Protection § 39T ¥ A9 ¥ ? Spreadsheet W PDF
<z & wu § i ofeafia e S ¥ 2
What do you mean by Spreadsheet Protection? Why we convert

spreadsheet to PDF document?

YA OR

Spreadsheet Protection & 319 I wod ¥ ? Spreadsheet document
) Password protect T % FF= #17 wew™ = TS |
What do you understand by Spreadsheet Protection ? Explain any

three importances of Password protection in Spreadsheet document.

[1+3=4]

[143=4]

[2+2=4]

[1+3=4]
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Uvq-16

UH-17

U9T-18

[6]
S 1 & 2 7 e ¥ ehepiien 1 ot w0 3 9 o ote o) [1+3d]

What is Merge? Write any three purposes to merge documents in
word processor.

eraT/OR
Wﬁmm@a@mﬁw@aﬁﬁgmmm.

Define Comment and write any three purposes of inserting
comment in word processor.

Website F1¥? MEW % website %8 o4y ¥ 2 [1+3=4]
What is Website ? How to make website in MEW 2

HeAT/OR

Web Page #1182 MEW & web page ¥ T & ?
What is Web Page ? How to make web page in MEW ?

Hft feofort fafea . [2+2=4]
(/) Addins.

(i) Snippets

Write short notes on :

(/) Add ins.

(if) Snippets

NerEar OR
Hfem feofori fafe .
() 9 Iufon o
(if) iframe
Write short notes on :
(i)  Web authoring tools
(7)) iframe
MEW 11 ¥ ? MEW interface 9! §9g151 | [1+3=4]
What is MEW ? Explain MEW interface.
HYAT/OR

HTML WSt 701 § 2 HTML wf$ex % firet 9 omil ) amamgu
What is HTML Editor ? Explain any three advantages of HTML editor.
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q¥q-20

qe-21

e-22

171

g - (¥ ) / Part - (E)
(AT T 5 FF FE)

(Each question carries 5 marks)

Pivot table ¥1 & ? AWE T1& 1 ST F Pivot table 1 Fmw

HifSq

What is Pivot table ? Construct a Pivot table using sample data.
a1 OR

Pivot chart 31 ¥ ? 47Te S1eT %1 34 F Pivot chart 1 formfor o

What is Pivot chart ? Construct a Pivot chart using sample data.

Tracking ¥ ¥ ? gfagdie # track changes 3 fdg T qferd= o EHR

[2+3=5]

H SEIHR FA B AohdT THAEY | [142+2=5]

What is Tracking ? Explain the procedure to track changes and to
accept and rejecting changes made to a document.

HqT/OR

Macro #1 % ? Word processor & Macro &t Record T& Run A H
pIER IR

What is Macro ? Explain the procedure to Record and Run a Macro
in Word processor.

Animation 1 %41 W& & ? TF Presentation ¥ ¢ @ ATy
! Tt T3 ¥ =i s sfima A (FE T7) |

What is the importance of Animation? Give your opinion about
animating text and objects in a presentation (any Jfour).

3qT/OR

T TOES T 1 1 TE ¥ 2 U Presentation H A TGS WA
¥ Ay 7 3 st Afe (FE 910 |

What is the importance of Custom Slide Show ? Give your opinion
about creating a custom slide show in a presentation (any four).

Slicers T ¥ ? Slicers 1 3@ F0 gL T R FAFWE?
What are Slicers ? How to filter data using Slicers ?

3eq1/OR
Cell ¥1%? Spreadsheet ¥ fafE cells Y NEHR FA FQE?

What is Cell ? How to protect specific cells in a spreadsheet?

[1+4=5]

[1+4=5]
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u¥q-23

uvt-24

Uet-25

[8]

Label ¥ & ? ws fimat wfte & 30 d=ar firz w0 =7 fafis =1 Frvdryor
Hifag )

What is Labet ? Analyze the process of printing 30 labels in a singie
sheet.

A /OR

AT T 0 ¥ ? T A F Yvew T o fed 1 9 wite v 9
fafy =1 faveryor #ife)

What is Sender Address ? Analyze the process of inctuding sender
address and return address in an envelope.

U - (%) / Part - (F)
(YA T 6 37 HT})
(Each question carries 6 marks)
Hyperlink ¥ & ? Spreadsheet ¥ Hyperlink % Iw@n # TERY
(% wm) |
What is Hyperlink ? Explain the use of Hyperlink in Spreadsheet
(any four).
T /OR
Digitai Signature Fa1 2 ? foFelt Stegiz # fefiea w9 @ 97 50 &

fafy TmmEw)
What is Digitat Signature ? Explain the procedure to digitally sign
any document.

Template 1 & ? 7€ SR® # T template 791 1 Whwan fotfign )

What is Template ? Write the procedure to create a template in
Word processor.

37e78/OR
ﬁaﬁﬁmwmi?ﬁaﬁmﬁ%ﬁqmﬁfml

What do you mean by Mail Merge ? Write down the procedure to
perform mail merge.

----------

[1+4=5]

[2+4=6]

[2+4=6]
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