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P.C. PACKAGES (WORD, EXCEL, POWERPOINT)

vof/k/Duration % 3 ?kaVs/Hours˛ ˝iw.kk±d/Max. Marks % 50

˝U;wure mŸkh.kk±d/Min. Pass Marks % 20

funsZ'k %

1- iz'u&i= ik°p bdkb;ksa esa foHkkftr gS A izR;sd bdkbZ esa vkUrfjd fodYi fn;k x;k gS A

2- izR;sd bdkbZ ls ,d iz'u dk mŸkj nhft, A bl izdkj dqy ik°p iz'uksa ds mŸkj nhft, A

3- lHkh iz'uksa ds fy, leku vad fu;r gSa A

4- tgk° vko';drk gks ogk° mi;qDr MkVk ekuk tk ldrk gS A

5- vuqokn esa folaxfr gksus ij vaxzsth Lo:i dks lgh ekuk tk, A

6- iz'u&i= esa ijh{kkFkhZ fu/kkZfjr LFkku ij viuk jksy uEcj vafdr djsa A

Instructions :

1. The Question Paper is divided in five Units. Each unit carries an internal

choice.

2. Attempt one question from each Unit. Thus attempt five questions in all.

3. All questions carry equal marks.

4. Assume suitable data wherever necessary.

5. English version should be deemed to be correct in case of any anomaly in

translation.

6. Candidate should write his/her Roll Number at the prescribed space on the

question paper.
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bdkbZ I (Unit I)

1- (a) HIBERNATE 'kCn dh O;k[;k dhft;sA

Explain the term HIBERNATE.

(b) foaMkst vkWijsfVax flLVe dk dk;Z crkb,A

Explain the function of Windows operating system.

vFkok (Or)

2- (a) foaMkst esa fu"iknu ;ksX; Qkbyksa dh O;k[;k dhft;sA

Explain executable files in Windows.

(b) ,Iyhds'ku lkW∂Vos;j D;k gS \

What is Application Software ?

bdkbZ II (Unit II)

3- (a) foaMkst ,Dlih esa fuEufyf[kr dks crkb;s %

Explain the following in Windows XP :

(i) Word Processing

(ii) WPS office.

(b) nLrkostksa esa vkœfr;ksa vkSj LekVZ dyk ls vkidk D;k vfHkizk; gS \

What do you mean by shapes and smart art in documents ?

vFkok (Or)

4- (a) oMZ MkWD;wesaV eas gsMj vkSj QqVj dk mÌs'; D;k gS \

What is the purpose of Header and Footer in word document ?

(b) Word document esa rkfydk cukus ds pj.kksa dks fyf[k;sA

Write the steps of creating table in word document.
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bdkbZ III (Unit III)

5- (a) nLrkostksa esa QqVuksV vkSj ,aMuksV dk mÌs'; D;k gS \

What is the purpose of footnote and endnote in documents ?

(b) oMZ MkWD;weasV esa okWVjekdZ Mkyus ds pj.k fyf[k;sA

Write steps of inserting watermark in word document.

vFkok (Or)

6- (a) nLrkostksa esa Lÿhu'kkWV ysus ds pj.kksa dks fyf[k;sA

Write the steps of taking screenshot in documents.

(b) ,e,l oMZ esa esy etZ dh vo/kkj.kk dks ifjHkkf"kr dhft;sA

Define the concept of Mail Merge in MS Word.

bdkbZ IV (Unit IV)

7- (a) ,e,l ,Dlsy LizsM'khV dh cqfu;knh fo'ks"krkvksa dks ifjHkkf"kr dhft;sA

Define the basic features of MS Excel spreadsheet.

(b) ubZ odZ'khV cukus ds pj.k fyf[k;sA

Write the steps of creating a new worksheet.

vFkok (Or)

8- (a) lsy MsVk dks lkWVZ djus ls vkidk D;k eryc gS \

What do you mean by sorting cell data ?

(b) MS Excel esa fofHkUu izdkj ds izk:i.k dks ifjHkkf"kr dhft;sA

Define various types of formatting in MS Excel.

bdkbZ V (Unit V)

9- (a) ubZ izLrqfr LykbM cukus ds pj.k fyf[k;sA

Write the steps of creating new presentation slide.
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(b) ikojikWbaV esa 'kCn LykbM ekLVj dks ifjHkkf"kr dhft;sA

Define the term slide master in PowerPoint.

vFkok (Or)

10- (a) vkmVyqd ,Dlizsl dh fo'ks"krkvksa dks ifjHkkf"kr dhft;sA

Define the features of outlook express.

(b) vkmVyqd eas bZesy cukus ds pj.kksa dks fyf[k;sA

Write the steps of creating email in outlock.


