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funsZ”k :  ¼i½ lHkh iz”u vfuok;Z gS A 
Instruction: All questions are compulsory. 

¼ii½ iz”u dzekad 1 esa nks [k.M gS A [k.M ¼v½ cgqfodYih; iz”u rFkk [k.M ¼Ck½ fjDr 
LFkkuksa dh iwfrZ dhft, A 
Question No. 1 contains two parts. Part (A) Multiple choice questions and Part 
(B) Fill in the blanks. 

  ¼iii½ iz”u&ié N% [k.M esa foHkkftr gSa A 
   Question paper is divided in six parts. 

  ¼iv½ fu;ekuqlkj iz”u dzekad 12 ls 25 rd ds iz”uksa esa vkarfjd fodYi fn;s x, gSa A 
   From Question Nos, 12 to 25 internal choices are given as per rule. 

  ¼v½ vad dk mYys[k iz”u ds lkFk fn;k x;k gS A 
   Marks distribution is display with question. 
 

[k.M& ¼v½ / Part – (A) 

(izR;sd iz”u 1 vad dk gS) 
(Each question carries 1 mark) 

 

iz”u 1 %&¼av½ fuEu esa ls lgh fodYi pqudj fyf[k,A 
   ¼aA½ Select the correct option from the following and write it: 

    (i) I _____ check and let you know  we have the shirt is size XL. 
       ¼v½ am     ¼c½ did   

¼l½ Will     ¼n½ buesa ls dksbZ ugh 

I _____ check and let you know if we have the shirt is size XL. 
(a)Am      (b) did   
(c) will     (d)None of these 

  (ii)  Envelop vkWI”ku miyC/k gS_____A 
¼v½ bUlVZ     ¼c½ istysvkmV  
¼l½ Vwy      ¼n½ buesa ls dksbZ ugh 
 



Envelop option is available in _____. 
(a) Insert     (b) Page Layout  
(c) Tool    (d)None of these 

(iii) Dropdown ehuw _____ esa eSdzks miyC/k gSA 
¼v½ bUlVZ     ¼c½ Qkby   
¼l½ O;w      ¼n½ mijksDr lHkh 

Macro is available in _____ dropdown menu. 
 (a) Insert     (b) File   
(c) view     (d)All the above 

(iv) Hyper link function dk syntax is _____A 
 ¼v½ Hyper Link (“URL”,”FriendlyName”)        ¼c½ Hyper (“URL”,”FriendlyName”) 

¼l½ Hyper Link (URL, FRIENDLY NAME)   ¼n½ buesa ls dksbZ ugh 

Hyper link function syntax is _____A 
¼a½ Hyper Link (“URL”,”FriendlyName”) ¼b½ Hyper (“URL”,”FriendlyName”) 
¼c½ Hyper Link (URL, FRIENDLY NAME)    ¼d½ None of this  

(v) Smart art vkWI”ku bUlVZ VSc ds _____xzqi esa miyc/k gksrkgSA 
¼v½ byqLVªs”ku    ¼c½ fyad   
¼l½ ist    ¼n½ buesa ls dksbZ ugh 
Smart art option is available in a_____gruoup of insert tab. 
¼a½ Illustration   ¼b½ link  

¼ c½ Page     ¼d½ None of this  

¼c½ fjDr LFkkuksa dh iwfrZ dhft,A       [1 x 5 = 5] 
(B)  Fill in the blanks:  

(i) Rehearse timing fodYi………………Mªki Mkmu ehuw esa miyC/k gSA  

Rehearse timing is available under dropdown menu. 

(ii) izksQkby(MozilaThurnderbird) ………… QksYMj esa Store gSA    

   Profile (Mozila Thunderbird) is stored in ………folder. 

(iii) SEOdk foLrkj…………………gSA  

   Full form of SEO is ……………  

(iv) MEWdk iwjk uke ---------------------- gSA  

    Full form of MEW is …………… 

(v) FTP dk iwjk uke ---------------------- gSA 

Full form of FTP is …………… 

 



[k.M& ¼c½ / Part – (B) 
¼izR;sd iz”u 2 vad dk gS½ 

(Each question carries 2 marks) 
iz”u  2 %& Application D;k gSA         [2] 

  What is Application? 

iz”u  3 %& Communication D;k gSA         [2] 

  What is Communication ? 

iz”u  4 %& Tracking D;k gSA          [2] 

  What is tracking? 

iz”u 5 %& HTML dk D;k mi;ksx gSA         [2] 

  What is the use of HTML? 

iz”u  6 %& desaV D;k gS \          [2] 

  What is the comment? 

[k.M& ¼l½ / Part – (C) 
¼izR;sd iz”u 3 vad dk gS½ 

     (Each question carries 3 marks) 
 

iz”u 7 %& izstsaVs”ku lkW¶Vos;j ds dksbZ rahu Qk;ns fyf[k,A     [1+1+1] 

  Write any three advantages of presentation software. 

iz”u 8 %& LykbM Vªkft”ku ds dksbZ rhu bQsDV fyf[k,A     [1+1+1] 

 Write any three slide transition effect. 

iz”u 9 %& eYVhehfM;k ,fyeasV~l le>kb,A ¼dksbZ rahu½     [1+1+1] 

  Explain Multimedia Element. (Any Three) 

iz”u 10 %& Envelope  dk eq[; rahu m}s”; D;k gSA            [1+1+1] 

  What are the threemain purpose of Envelop? 

iz”u  11 %& oscist dh fdUgha rhu fo”ks’krk,a fyf[k, ?           [1+1+1] 

  Write any three features of Webpage?  

 
 
 
 



[k.M& ¼n½ / Part – (D) 

¼izR;sd iz”u 4 vad dk gS½ 

(Each question carries 4 marks) 
 

iz”u  12 %& MkD;wesaV fjO;w D;k gS \ MkD;wesaV esa Track Change ds fy, izfdz;k dks le>kb,A [1+3] 
  What is Document Review? Explain the procedure of Track Change in a document. 

vFkok@OR 
  eSdzks D;k gS\ MkD;wesaV esa eSdzks cukus dh izfdz;k le>kb,A 
  What is Macro? Explain the process of creating macro. 
 
iz”u  13 %& Slicers D;k gS\ Slicers dk mi;ksx djrs gq, MkVk dh fQYVj fof/k fyf[k,A [1+3] 
  What is Slicers?Write downthe procedure of filter data using Slicers? 

vFkok@OR 

  File protection D;kgS? MkD;wesaV esa ikloMZ izksVsDV djus dh fof/k fyf[k,A 
  What is file protection? Write down the procedure of password protect in document. 
 
iz”u  14 %& ,uksVsV isu D;k gS\ izstsaVs”ku esa ,uksVsV isu dk mi;ksx djus dh fof/k dk o.kZu dhft,A 
              [1+3] 

  What is Annotate pen? Describe the procedure of using Annotate pen in presentation? 
vFkok@OR 

  ,uhesa”ku D;k gS\ izstsaVs”ku esa ,uhesa”ku mi;ksx djus dh fof/k dk o.kZu dhft,A  
  What is Animation? Describe the procedure of using Animation in presentation. 
 
iz”u 15 %& To Do Bar D;k gSS\ To Do Bar dks dLVekbTk djus dh izfdz;k le>kb,A  [1+3] 
  What is To Do Bar? Explain the procedure to customize To Do Bar. 

vFkok@OR 

  Calendar Sharing D;k gS\Calendar lk>k djus dh izfdz;k le>kb,A 
  What is Calender Sharing? Explain the procedure of calendar sharing? 
 
iz”u  16 %& HTML ,fMVj D;k gS\HTML ,fMVj ds dksbZ rhu ykHkksa ds ckjs esa o.kZu dhft,A [1+3] 
  What is HTML Editor? Explain the any three advantages of HTML Editors. 

vFkok@OR 

  DWT D;k gS\ DWT ds dksbZ rhu fo”ks’krk,a dk o.kZudhft,A 
  What is DWT? Explain any three characteristics of DWT. 
 
 
 



 
iz”u  17 %& laf{kIr fVIif.k;kW fyf[k, %         [2+2] 
   (i) CSS 
   (ii) Frame 
  Write short notes on: 
   (i) CSS 
   (ii) Frame 

vFkok@OR 
laf{kIr fVIif.k;kW fyf[k, %     

   (i) Client Server Model 
   (ii) Cookies and session 
  Write short notes on: 
   (i) Client Server Model 
   (ii) Cookies and session 
 
iz”u  18 %& Website D;k gS\ Website dSls cukrs gSA      [1+3] 
  What is Website? How to make Website? 

vFkok@OR 

  Form D;k gS\ Form dSls cukrs gS\ 
  What is Form? How to make Form? 
 

[k.M& ¼b½ / Part – (E) 

¼izR;sd iz”u 5 vad dk gS½ 
(Each question carries 5 marks) 

 

iz”u 19 %& VsEiysV ls vki D;k le>rs gS\ VsEiysV cukus dh izfdz;k dk o.kZu dhft,A  [2+3] 
  What do you mean by template? Explain the procedure to create a template. 

vFkok@OR 
ysoy vki D;k le>rs gSS\ ,d flaxy MkWD;wesaV esa ysoy fiazUV djus dh izfdz;k  
dk o.kZu dhft, 

   What do you mean by labels? Explain the procedure print labels in a single document.   
                            

iz”u  20 %& fMftVy flXuspj D;k gS\ ,d MkD;wesaV esa fMftVy flXuspj dSls cukrs gSA [2+3] 
  What is Digital Signature? How to make digital certificate in a document. 

vFkok@OR 
  fMftVy lfVZfQdsV D;k gS\ fMftVy lfVZfQdsV dSls cukrs gSA  
  What is Digital Certificate? How to make digital certificate? 



iz”u  21 %& Label dk mi;ksx D;k gS\ A4 page ij 15Lable fizaV djus dh fof/k dk fo”ys’k.k dhft,A
                  [1+4] 
What is the use of Label? Analyze the process of printing 15labels on A4 page? 

vFkok@OR 
izs’kd irk D;k gS\ ,d ,uoyi esa izs’kd irk vkSj fjVuZ irs dks “kkfey djus dh fof/k dk 

fo”ys’k.k dhft,? 
What is Sender Address? Analyze the  process of adding  sender and return address in 
an Envelope? 

 

iz”u  22 %& Pivot Table D;k gS\ lsEiy MkVk dk mi;ksx dj Pivot Table dk fuekZ.k dhft,A [2+3] 

  What is Pivot Table? Construct a Pivot Table using Sample Data. 
vFkok@OR 

  Pivot Chart D;k gS\ lsEiy MkVk dk mi;ksx dj Pivot Chart dk fuekZ.k dhft,A  
  What is Pivot Chart? Construct Pivot Chart using Sample Data. 
 
iz”u  23 %& fMftVy izstsaVs”ku es izLrqfrdj.k djuk T;knk :fpdj gSA ik¡p vfHker nhft,A  
            [1+1+1+1+1] 
  Give any five view about Digital Presentation is more interested.  

vFkok@OR 
  izstsaVs”ku cukus ds fy, t:jh dksbZ ik¡p fu;e fyf[k,A  
  Write any five rules which is more important to make a presentation. 
 

[k.M& ¼Q½ / Part – (F) 

¼izR;sd iz”u 6 vad dk gS½ 
(Each question carries 6 marks) 

 
iz”u  24 %& esyeTkZ ls vki D;k le>rs gS\ esyetZ cukus dh izfdz;k fyf[k,A   [2+4] 

What do you mean by mail merge? Write down the procedure of  creating mail 
merge. 

vFkok@OR 
  ,Uoyi ls vki D;k le>rs gS\ ,Uoyi cukus dh izfdz;k fyf[k,A 
  What is Envelop? Write down the procedure of creating Envelop. 
 

iz”u  25 %& Hyper link D;k gS\ MkD;wesaV esa Hyper Link mi;ksx dSls djrs gS A  [2+4] 
  What is Hyper Link? How to use Hyper Link in a document? 

vFkok@OR 
odZcqd D;k gS\ odZcqd dks etZ dSls djrs gS\ 

What is Workbook? How to merge worksheet? 
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