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General instructions:
1. Please read the instructions carefully.
2. This Question Paper consists two sections: Section A & Section B.
3. All questions of a particular section must be attempted in the correct order.
4. Marks allotted are mentioned against each question/part.
5. SECTION A - OBJECTIVE TYPE QUESTIONS (24 MARKS)
6. SECTION B – SUBJECTIVE TYPE QUESTIONS (26 MARKS)
SECTION A: OBJECTIVE TYPE QUESTIONS
Q. 1 Multiple choice questions (Any 4): -  						 (1 x 4 = 4)
     1. ______ is the process by which the receiver interprets the symbols used by the source of the message by converting them into concepts and ideas.
     a) Decoding         		   b)  Listing 		       c) Encoding       			 d) None of these.  
     2. A _____ is an economic system that is compatible with the natural environment while considering social issues.
     a)  Controlled Economy   	  b) Green Economy   	       c) Social Economy  		d) Green Job   
  3. ‘Trusting own abilities, judgments and taking actions’ refers to _____  self-management skill.
   a)  Self-confidence     	 b) Self-Control      	       c) Positive thinking                     d) Goal Setting   
 4. The enterprise that use technology along with manufacturing goods are _____ enterprises.
    a) Manufacturing               b) Trading                        c) Service     			d) Technology
5. Which of the following options describe a green economy correctly? A green economy ________. 
    a)  uses less resources       b) uses more resources      c) wastes less items                     d) wastes more items. 
Q. 2 Multiple choice Questions (Any 5): -                                                               (1 x 5 = 5)
 1. Which of the following are IT applications in Scientific Research and Engineering?
 a) Payroll Calculations                                              b) Sales Analysis                                                                           c) Prediction Modeling    				  d) Complex mathematical calculations. 
 2. Why do we send E-mails?
 a) To reach on time         b) To share documents and files       c)  To talk to each other      d) To meet each other. 
 3. Which of the following operations will create duplication of table?  
 a) Deleting a table   		  b) Copying a Table        	  c) Moving a Table     	d) Creating a Table 
 4. How would the referencing change if the bonus rate is given department wise in a column , i.e., each row of the column contains a different bonus rate for that department ?
 a) Absolute referencing     				 	b) Relative Referencing  			               c) Mixed referencing (absolute row , relative column)       d) Mixed referencing ( relative row , absolute column)
 5. ___________ brings brain to a peaceful stance and increases performance.  
 a) Positive Thinking        b) Self-Motivation           c) Staying Happy        d) Confidence 
6. When you are preparing for a presentation, you should _______
 a) focus on the objectives of the presentation        		  b) practice your speech in front of a mirror or a friend          
 c) do rehearsals to time your presentation of slides      	  d) all of the above.  
Q. 3 Multiple choice Questions (Any 5) : - 	  						(1 x 5 = 5)
     1. Which of the following does not represent a positive self-talk?
     a) My challenges will help me grow         				   b) If I fall, I will get up again  		         c) I have very less resources than required        			  d) I get better with every passing day. 
     2. The _____ is the one which displays the result of the lesson which has been already completed. 
     a) Lesson editor   		  b) Navigation tree      	 c) Statistics Windows   	    d) Result Window   
     3. Ishu has ensured that same gap on the left, right and top , bottom of every page is left. But for some paragraphs where she listed some points, she wants an increased gap from the left than the previous paragraph. Which settings does she need to do?   
     a) Left margins  		  b) Paper size    		c) All margins        		d) Left Indent 
     4. There can be master for ______ in a presentation.
     a)  Slides 			  b) notes     			c) handouts   			d) All of these   	
     5. What is the shortcut key to find or search for something in a Calc document?
     a) Ctrl+S    			 b) Ctrl+L    			 c) Ctrl+F     			 d) Ctrl+D  
    6. _____ are the area that hold us back and bar us from performing at full potential.
     a) Strengths     		b) weaknesses  		   c)  Interests   		d)  Abilities  



Q. 4 Multiple Choice Questions (Any5) : - 					(1 x 5 = 5)
1. GUI Stands for _________
 a)  Graphical user Interface       				 b) Greater user Interface          		              c) Graphical Utility Icon    					 d) Graphical Utility Interface 
 2. The animation Shown when one slide moves to another slide is known as __________
 a)  Animation     		    b) Design      		  c) Transition         		d) Hyperlink  
 3. A _____ compares pieces of data using horizontal stacks.  
 a) Pie Chart   		    b) Scattered Chart          	   c) Area Chart     		 d) Bar Chart 
 4. Companies having headquarters in one country and offices in multiple locations across the globe are __________. 
 a) MNCs     			   b) ISP      			  c)GIC      			   d) All of these 
 5. __________ bar is located at the top of the window and shows the name of currently opened document.  
 a) Menu Bar          		  b) Title Bar           		  c) Status Bar        		  d) Navigation Bar  
6. Which of the following is/are some most outsourced services in BPO industry? 
 a) Web promotion services                                		       b) Health care services                                                            c) Basic Human Resource services       			       d) All of these  
Q. 5 Multiple choice Questions: -                                                      (1 x 5 = 5)
 1. The secondary storage devices can only store data but they cannot perform:
 a) Arithmetic operations        b) Logic operations                c) Control operations               d) Either of the above 
 2. A blueprint governing the slide design  theme is known as _______.
 a) Blue Print       	 	 b) Presentation style  	              c) Template                             d) Wizard
 3. Mr. Rajan wants to write x2 . But when he writes this , it shows x2. Which option he should use to get 2 at its proper place?  
 a) Superscript    		 b) Strikethrough           	c) Subscript    			 d) Change Case
 4.  Which of the following date format would display a four digit  year in a date value?
 a)  YYYY    		 b)YYY      			  c) YY       			 d)Year  
 5. Place holder positioned at the bottom of every slide or slide handout is __________.  
 a)  header     		  b) theme         		   c) footer      			  d) slide number. 

6. Not all employees participated in all adventure activities. To list an Adventure activity’s participants, the best way to do so is:
 a) List the employee details as a bulleted list    		      b) List the employee details in a table    		       c) Type the employee details in a text box 			      d)  All of these
SECTION B: SUBJECTIVE TYPE QUESTIONS
Answer the following questions in 20 – 30 words (Any 3) : -				 (2 x 3 = 6)
Q.6 What are exhaustible and inexhaustible resources?
Q.7 What are the categories of BPO vendors? Explain any two.
Q.8 How many stages are involved in touch typing Technique? Describe any two stage.
Q.9 What are the categories of BPM companies? Explain any two. 
Answer the given questions in 20 – 30 words each (Any 4) :-				 (2 x 4 = 8)
Q.10 What are headers and footers in writer? Where do they appear in document?
Q.11 Discuss the structure of an e-mail message in brief.
Q.12 What is the difference between a worksheet and a workbook?
Q.13 What is the presentation graphics? What is its significance?
Q.14 Ragini wants to give identical designs to all the slides and handouts she is going to print from her presentation.
(a) Which two methods can she use to accomplish her work?
(b) Compare the two methods and enlist their differences.
Answer the given questions in 50– 80 words each (Any 3):- 				(4 x 3 = 12)
Q. 15 What is the utility of Find Option “whole words only”?
Q. 16 (i) What is the difference between following commands:-
           (ii)    Edit                Delete Contents            Delete all          and
                    Edit               Delete Contents           Text (13-Feb)
           (iii)     Edit              Delete Contents          Text          and   
                     Edit               Delete Contents                Formats
           (iv)     Edit             Delete Contents         Text                 and 
                   Edit            Delete Contents        Notes
Q. 17(i) What are header row and total row in a table in impress?
          (ii) How is Paste different from Paste special command?
Q.18 What do you mean by cell referencing and what are the different types of cell referencing?
