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Instructions-
(1) All questions are compulsory.
(2)  Question nos. 1 to 4 are objective type questions. Each question Is allotted 5

marks.
(3)  Question nos. 5 to 9 are of 3 marks each. Word limit 75 words.

(4) 5 marks each are allotted for question nos. 10 to 15. Word limit 150 words.
(5) 7 marks each are allotted for question nos. 16 to 20. Word limit 200 words.
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L1 HA Nea 4
() RAM & g1 5m & —

(3) READ AND MEMORY
() RANDOM AND MEMORY
() RANDOM ACCESS MEMORY

() READ ONLY MEMORY

(i) Ctrl + Y wiidee A sqam A odt & -
31) COPY

(@) REDO
(&) UNDO
() PASTE
(i) 7 A & 3qe famw 2 -
(31) e
@) fex
() =
() wWorEex
(iv) for oiffe 9 wiga Taweym & -

(V) 3T TP ... B
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Choose the correct option -
(i) Full form of RAM is -
(a) READ AND MEMORY
(b) RANDOM AND MEMORY
(c) RANDOM ACCESS MEMORY
(d) READ ONLY MEMORY
(i) The shortcut key ctrl + Y is used for -
(@) COPY
(b) REDO
(c) UNDO
(d) PASTE
(ili) Which of the following is Input device?
(a) Keyboard
(b) Printer
(c) Speaker
(d) Projector
(iv) Libre Office Impress file extension is -
(a) .odt
(b) .ods
(c) .odp
(d) .odn
(v) Operaisa-
(a) Web browser
(b) Application software

(c) Compiler
(d) Operating system
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52 R W - (5x1=5)
@) W@ R{FE ... W ¥ IudE |
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(@) <" fog &1 Swan L R R R e 2

............

Fill in the blanks -
(a) Chart option is available in

(b) In Libre Office Calc, row headings are in

-------------------

(¢) The equal “=" sign is used to write

................

(e) The first slide in every presentation should be the

U3 R W ARy -

...........

(5X1=5)

(®) T wER (i) I8 gT &1 uca

@ Ctrl+z (i) v B
@|) F12 (i) ITg
@) TR (iv) 3™ FF $ e

5 e wER (v e R
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Match the correct pair —

|
I
(@)  Visual Communication (i

) Office suite component

(b)y Ctrl+2z (i) Function key
(c) F12 (i)  UNDO
(d)  Writer (iv)  Face to face conversation

(e) Verbal Communication (v) Traffic signal
eI/ TR - (sx1=5)
@) BN ®EA F W Wed IR ¥ R v 2|
(@) fo 3w e A Ms-excel 3 wrRa 78 @A 1 TFd 2
(6) dIge 09 4 99 B 413 Sl A ¥ dRw Bl 2
(@) fewfe ¥ 9 W9 1 Wgw A4 & 2|
(3) U & SiAPic § F3 B AR I @ {0 A 7ot H1 ST fan

ST 2 |
Write true or false -
(a) Current file name appears in the Status bar.
(b) Ms-excel file can not be open in Libre Office Calc.
(c) In a portrait page, the length of the page is greater than its width.
(d) By default page size is A4.
(e) Mail merge is used to create multiple files into a single

document.
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96

97

U8

99

9.10

911

S99 o1 oIk Wge Re ¥ si e |

Write the difference between double click and right click.
7 T B Ry PRy @) Sfaic araws ¥

Which two documents are required for mail merge?
TS BT S9N T B T B &2

What are the advantages of using Presentation?

f=l f w-vaua Fhee o i |

Write any three self-management skills.

UgNY @ dF yeR fafay |

Write three types of pollution.

3¥0 HOR ¥ T f6U oM el 5 AR wed & Serwe fafag

Write examples of any four signs used for Visual Communication

WEEH R 2gae ¥ oy forlag |

Write the difference between smartphone and tablet,

—————
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o aoel T @A 5 N g forfdqu |
write five characteristics of g Successful entreprene
ur.
j Fq1 g7 ‘
iy gorRked @ R wmwﬁmaﬁﬁmaﬁmui

t is ' '
wha presentation? Write the characteristics of a good

presentation.
e T8 SISEE AT FRA B wwr frfa
Write the steps to open a new Spreadsheet.
(15 MU USEX H UH SIRAC DA create, ¥9 3R close B |

How do you create, save and close a document in Writer?

7.16 meﬁ?maﬁﬁﬁﬂfﬁmﬁﬁmﬁﬁmm
What is a Mouse? Write about the various functions of a Mouse.
N17 Gpsmé?sﬂﬁﬁﬂﬂﬂw%«f@m

Explain & write in detail what is GPS?

981 ovs.01-A]

(5)

)



.18 mﬁmmmamﬁm|

Write about Fing and Replace in Writer.

.19 mﬁﬁamaﬁaﬂwaﬁaddmﬁa%w%ml

Write the steps to add a picture or object to a slide.
%.20 mmmﬁmﬁﬁmmﬁ

How to apply formulas in Libre Office Calc?
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