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SUBJECT – COMPUTER  BASICS 

 

Q.1. A) Fill in the blanks. (Any 5)  5 
 1) Which one of the following is not a secondary memory?  
 a) Ram           b) HDD            c) CD Rom               d) FDD  
 2) Windows operating system controls.  
 a) All parts of the computer. 

b) Hard disk and keyboard only 
c) Hard disk, keyboard and monitor only 
d) Mouse and Monitor only 

 

 3) WWW stands for -----------  
 a) World wild web                 b) World write web  

c) word wild web               d) world wide web 
 

 4) Extension of  Excel file is -------------------  
 a) .DOC            b) .XLS              c) .PPP               d) .TXT  
 5) Which one of the following is an output device?  
 a) CPU              b) Mouse          c) Ink jet printer                
 6) A 8 bit is called a ---------------  
 a) Data set           b) Byte         c) Kilo byte        d) Mega Bite   
   
 B) State true or false. (Any 5) 5 
 1) All languages are understood by the computer. 

2) Vaccum tube was the component used in first generation computer. 
3) RAM is volatile memory. 
4) Animation refers to a Presentation that contains visual and Sound 

effects. 
5) Excel is an example of word processor. 
6) Any file can be set as wallpaper in window. 

 

 

 C) State long form (Any 5) 5 
 1) HTTP                  2) TCP/IP            3) RAM          

4) DBMS                 5) WAN               6) VDU 
 

 

  



 D) Match the pairs. (Any 5) 5 
 Group ‘A’ Group ‘B’ 
 1) RAM 

2) VDU 
3) Font 
4) Internet 
5) Power point 
6) Brain of computer  

a) Monitor 
b) E-mail 
c) CPU 
d) Application software 
e) Format 
f) Primary Storage 

 
Q.2 Attempt any two of the following. 16 
 1) Explain the input devices used in computer. 

2) Explain the features of MS-word. 

3) Explain Hardware & Software. 

4) Explain advantages of Internet. 

 

Q.3 Attempt any two of the following (any 2) 16 
 1) Explain in detail Table in MS-Word. 

2) Explain functions in MS-Excel. 

3) Explain how to send & receive E-mail. 

4) Explain importance of a power point presentation. 

 

Q.4. Write brief answer. (any 2) 16 
 1) Explain Borders and shading. 

2) Explain windows desktop. 

3) Explain cell formatting in MS-Excel. 

4) Explain about web page. 

 

Q.5. Write short notes on (any 4) 16 
 1) Mail Merge 

2) How to create files & folder write down steps. 

3) Explain URL 

4) Introduction JAWS quick navigation key strokes. 

5) Sorting data in a table. 

 

Q.6. Attempt any two out of four 16 
 1) Explain  the various web page elements 

2) Difference between PC cursor JAWS cursor 

3) Explain external devices 

4) Write about Page setup in ms word 
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¯ ÖÏ.1 .  † )  ×¸ ü�ú Ö´ µÖÖ  • ÖÖ �Ö Ö ³Ö¸ü Ö. ( �ú Öê � ÖŸ Öê Æü ß ¯ ÖÖ“ Ö)  5 

 1) �ÖÖ»Öß»Ö¯Öî�úß �úÖê�ÖŸÖß ´Öê´Ö¸üß ----------- ¤ãüµµÖ´Ö ´Öê´Ö¸üß −ÖÃÖŸÖê?  

 †) Ram           ²Ö) HDD            �ú) CD Rom               ›ü) FDD  

 2) Ø¾Ö›üÖê•Ö †Öò¯Ö¸êü™üà2Ö ×ÃÖÛÃ™ü´Ö ×−ÖµÖÓ×¡ÖŸÖ �ú¸üŸÖê.  

 †) ÃÖÓ2Ö�Ö�úÖ“Öê ÃÖ¾ÖÔ ³ÖÖ2Ö                                     ²Ö) ±úŒŸÖ ÆüÖ›Ôü ×›üÃ�ú ×�ú²ÖÖê›Ôü 

�ú) ±úŒŸÖ ÆüÖ›Ôü×›üÃ�ú, ×�ú²ÖÖê›Ôü †Ö×�Ö ´ÖÖò×−Ö™ü¸ü              ›ü) ´ÖÖ‰úÃÖ †Ö×�Ö ´ÖÖò−ÖËß™ü¸ü ±úŒŸÖ 

 

 3) www  Æêü ----------- “Öê ÃÖÓ×AÖ¯ŸÖ ¹ý¯Ö †ÖÆêü.  

 †) ¾Ö»›Ôü ¾ÖÖ‡Ô»›ü ¾Öê²Ö         ²Ö) ¾Ö»›Ôü ¸üÖ‡Ô™ü ¾Öê²Ö          �ú) ¾Ö›Ôü ¾ÖÖ‡»›ü ¾Öê²Ö   ›ü) ¾Ö»›Ôü ¾ÖÖ‡Ô›ü ¾Öê²Ö  

 4) ----------- Æêü ‹ŒÃÖ™ëü¿Ö−Ö ‹ŒÃÖê»Ö ±úÖ‡Ô»Ö»ÖÖ ×¤ü»Öê •ÖÖŸÖê.  

 †) .DOC            ²Ö) .XLS              �ú) .PPP               ›ü) .TXT  

 5) �ÖÖ»Öß»Ö¯Öî�úß �úÖê�ÖŸÖê †Ö‰ú™ü¯Öã™ü ˆ¯Ö�ú¸ü�Ö †ÖÆêü.  

 †) ÃÖß¯ÖßµÖã             ²Ö) ´ÖÖ‰úÃÖ          �ú) ‡Ó�ú-•Öê™ü Ø¯ÖÏ™ü¸ü       

 6) 8 ×²Ö™üÃÖ »ÖÖ ------------- ´Æü�ÖŸÖÖŸÖ.  

 †) ›êü™üÖ ÃÖê™ü              ²Ö) ²ÖÖ‡Ô™ü        �ú) ×�ú»ÖÖê²ÖÖ‡Ô™üÃÖ          ›ü) ´Öê2ÖÖ²ÖÖ‡Ô™üÃÖ  

   

 ²Ö) “ Öæ �ú Ø�ú ¾ ÖÖ ²Ö¸ü Öê ²Ö¸ü Ÿ Öê ×» ÖÆü Ö. ( �ú Öê � ÖŸ ÖêÆü ß  5) 5 

 1) �úÖò´¯µÖã™ü̧ ü ´Ö×¿Ö−Ö»ÖÖ ÃÖ2ÖôûµÖÖ ³ÖÖÂÖÖ ÃÖ´Ö•ÖŸÖÖŸÖ. 
2) �úÖò´¯µÖã™ü̧ ü“µÖÖ ¯Ö×Æü»µÖÖ ×¯Öœüß´Ö¬µÖê ¾ÆòüŒµÖã´Ö ™æü²Ö ¾ÖÖ¯Ö¸ü»Öß ÆüÖêŸÖßü. 
3) ¸òǘ Ö Æüß ¾ÆüÖê»Öò™üÖ‡Ô»Ö ´Öê´Ö¸üß †ÖÆêü. 
4) •µÖÖ ¯ÖÏê—Öê™êü¿Ö−Ö´Ö¬µÖê Û¾Æü•µÖã†»Ö †Ö×�Ö ÃÖÖ‰Óú›ü ‡±êúŒ™ü †ÃÖŸÖÖŸÖ ŸµÖÖ»ÖÖ †ò×−Ö´Öê¿Ö−Ö †ÃÖê ´Æü�ÖŸÖÖŸÖ. 
5) ‹ŒÃÖê»Ö Æêü ¾Ö›Ôü ¯ÖÏÖêÃÖêÃÖ¸ü“Öê ˆ¤üÖÆü¸ü�Ö †ÖÆêü. 
6) ×¾Ö›üÖë•Ö´Ö¬µÖê �úÖê�ÖŸÖßÆüß ±úÖ‡Ô»Ö ¾ÖÖò»Ö¯Öê¯Ö¸ü ´Æü�Öæ−Ö ÃÖê™ü �ú¹ý ¿Ö�úŸÖÖê. 

 

 

 �ú ) ¯ Öæ � ÖÔ ¹ý¯ Ö ×» ÖÆü Ö.  ( �ú Öê �ÖŸ Öê Æ üß 5)  5 

 1) HTTP                   2) TCP/IP                 3) RAM          
4) DBMS                   5) WAN                   6) VDU 

 

 

 › ü)  •ÖÖê › üµÖÖ •Öã ôû ¾ ÖÖ. ( �ú Öê �ÖŸ Öê Æüß  5) 5 

 ‘†’  2Ö™ü ‘ ²Ö’  2Ö™ü 
 1) RAM 

2) VDU 
3) FONT 
4) Internet 
5) Power point 
6) Brain of computer 

a) Monitor 
b) Email 
c) CPU 
d) Application Software  
e) Format 
f) Primary storage 



 

¯ ÖÏ.2.  ( ÖÖ» Öß» Ö¯ Öî �ú ß � ú Öê �ÖŸ Öê Æüß 2 ¯ ÖÏ¿ − Ö Ã Ö Öê › ü¾ ÖÖ.  1 6 

 1) �úÖò´¯µÖã™ü̧ ǘ Ö¬Öß»Ö ‡−Ö¯Öã™ü ×›ü¾ÆüÖ‡ÔÃÖ Ã¯ÖÂ™ü �ú¸üÖ. 

2) ‹´Ö.‹ÃÖ. ¾Ö›Ôü“Öß ¾Öî×¿ÖÂ™üµÖê Ã¯ÖÂ™ü �ú¸üÖ. 

3) ÆüÖ›Ôü¾Öê†¸ü †Ö×�Ö ÃÖÖò±™ü¾Öê†¸ü Ã¯ÖÂ™ü �ú¸üÖ. 

4) ‡Ó™ü̧ ü−Öê™ü“Öê ±úÖµÖ¤êü Ã¯ÖÂ™ü �ú¸üÖ. 

 

¯ ÖÏ.3.  ( ÖÖ» Öß» Ö¯ Öî �ú ß � ú Öê �ÖŸ Öê Æüß 2 ¯ ÖÏ¿ − Ö Ã Ö Öê › ü¾ ÖÖ.  1 6 

 1) ‹´Ö.‹ÃÖ.¾Ö›Ôü ´Ö¬Öß»Ö ™êü²Ö»Ö ×›ü™êü»Ö ´Ö¬µÖê Ã¯ÖÂ™ü �ú¸üÖ. 

2) ‹´Ö. ‹ÃÖ. ‹ŒÃÖê»Ö“Öê ±ÓúŒ¿Ö−Ö Ã¯ÖÂ™ü �ú¸üÖ. 

3) ‡Ô-´Öê»Ö ¯ÖÖšü×¾Ö�Öê †Ö×�Ö ¯ÖÏÖ¯ŸÖ �úÃÖÖ �ú¸üÖ»Ö ŸÖê Ã¯ÖÂ™ü �ú¸üÖ. 

4) ¯ÖÖò¾Ö¸ü ¯ÖÖò‡Ô™ü ¯ÖÏê—Öê−Ö™ëü¿Ö−Ö ´ÖÆüŸ¾Ö Ã¯ÖÂ™ü �ú¸üÖ. 

 

¯ ÖÏ.4

. 

£ ÖÖê › üŒµÖÖŸ Ö ˆ¢ Ö ȩ̂ ü  ×» ÖÆüÖ . ( �ú Öê �ÖŸ Öê Æüß  2 ) 1 6 

 1) Borders & Shading Ã¯ÖÂ™ü �ú¸üÖ. 

2) Windows desktop Ã¯ÖÂ™ü �ú¸üÖ. 
3) ‹´Ö. ‹ÃÖ. ‹ŒÃÖê»Ö ´Ö¬Öß»Ö Cell-formatting Ã¯ÖÂ™ü �ú¸üÖ. 
4) ¾Öê²Ö¯Öê•Ö Ã¯ÖÂ™ü �ú¸üÖ. 

 

¯ ÖÏ.5 .  £ ÖÖê › üŒµÖÖŸ Ö ×™ü¯ Ö Ö ×» ÖÆü Ö. ( �ú Öê �Ö Ÿ Öê Æü ß 4 )  1 6 

 1) ´Öê»Ö´Ö•ÖÔ 

2) ±úÖ‡Ô»Ö †Ö×�Ö ±úÖê»›ü¸ü �úÃÖê ×�Îú‹™ü �ú¸üÖ»Ö ŸµÖÖ“µÖÖ ¯ÖÖµÖ-µÖÖ ×»ÖÆüÖ. 
3) URL “Öß ÃÖÓ�ú»¯Ö−ÖÖ Ã¯ÖÂ™ü �ú¸üÖ. 
4) JAWS quick navigation keystrokes ²Ö§ü»Ö ´ÖÖ×ÆüŸÖß ªÖ. 
5) ™êü²Ö»Ö ´Ö¬Öß»Ö data sorting ×»ÖÆüÖ. 

 

¯ ÖÏ.6 .  �ú Öê �ÖŸ Öê Æüß  “ ÖÖ¸ ü  ¯Öî �ú ß  2 Ã ÖÖê › ü¾ ÖÖ.  1 6 

 1) ¾Öê2Ö¾Öê2ÖôûµÖÖ ¾Öê²Ö ¯Öê•Ö ‡×»Ö´Öë™ü“Öê Ã¯ÖÂ™üß�ú¸ü�Ö ªÖ. 

2) PC Cursor †Ö×�Ö JAWs Cursor ´Ö¬Öß»Ö ±ú¸ü�ú Ã¯ÖÂ™ü �ú¸üÖ. 
3) External devices Ã¯ÖÂ™ü �ú¸üÖ. 
4) ‹´Ö.‹ÃÖ. ¾Ö›Ôü´Ö¬Öß»Ö ¯Öê•ÖÃÖê™ü†¯Ö ²Ö¬¤ü»Ö ×»ÖÆüÖ. 

 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
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SUBJECT – TYPING PRACTICE  

Note :- Figures to the right indicate full marks. 

Q.1. The passage is given to you consisting of 20 to 25 lines. Type the matter 

as per the passage in given stipulated time period. 

40 

 Inflation and its Consequences on Common Man  

                 Inflation is the overall increase in cost of products and services. Increase in 
taxes and fees leads to inflation. Inflation also generally causes due to scarcity. 
When the cost of  business increase, the prices of the products increases and this 
abrupt increase, the income rate supposedly goes down. These things forces the 
employees to search better paying jobs or work relentlessly hoping their employer 
will give them a raise. Similar is the case, when the personal income tax, property 
tax, sales tax, auto registration fees increase then either the employee has to live on 
less or ask the boss for a hike. 
 Inflation is greatly affecting common man. In the recent days the cost of all 
his daily needs like rice, pulses, vegetables etc. have increased in such a way that 
the common man has to think twice, before buying even vegetables. 
 The ever increasing inflation has forced the common man to borrow money 
from banks and other financial institutions. The consequences, of course people 
have to stand with indefinite debts or either have to cut down on their lifestyle or 
bag for hike in compliance with inflation to assist them move at the forefront. 
Although common man is fighting this never-stopping price rise on Delhi’s streets, 
whereas our politicians are finding ways to cope with the same issues in AC and 
other luxuries. Government is busy solving internal conflicts by supporting other 
party. And the question that arises here is who is thinking about the problems faced 
by common man. 
 Finance ministry hopes that inflation will come down till years end, but the 
issue that rises here is, is government taking the “inflation” issue only on the 
political lines. Inflation in America has been consistent apart from the year 1970, 
when an unexpected percentage rise was encountered. However, the American govt. 
managed to deal with the issue at once. 
 

Q.2. Using screen reader, read the paragraph which is given to you.  40 
Q.3. Oral           10 
Q.4. Term work          10 



´ Ö¸üÖš üß ³ ÖÖÂ Ö ÖÓ Ÿ Ö¸ü                                                     
                                                                                                                 �Îú ´ ÖÖÓ �ú  1 0 11 0 9 21 
 

¯ÖÏ.1. ŸÖã´ÆüÖÓ»ÖÖ 20 ŸÖê 25 †Öêôûà“ÖÖ ‹�ú ˆŸÖÖ¸üÖ ×¤ü»Öê»ÖÖ †ÖÆêü. ˆ¯Ö¸üÖêŒŸÖ ˆŸÖÖ¸üÖ ŸÖã´ÆüÖÓ»ÖÖ ¤êü�µÖÖŸÖ †Ö»Öê»µÖÖ ¾ÖêôêûŸÖ 

™üÖ‡Ô¯Ö �ú¸üÖ. 

  

40 

¯ÖÏ.2. Ã�Îúß−Ö ×¸ü›ü¸ü“ÖÖ ˆ¯ÖµÖÖê2Ö �ú¹ý−Ö ŸÖã´ÆüÖÓ»ÖÖ ¤êü�µÖÖŸÖ µÖê�ÖÖ¸üÖ ˆŸÖÖ¸üÖ ¾ÖÖ“ÖÖ. 

 

40 

¯ÖÏ.3. †Öê¸ü»Ö  

 

10 

¯ÖÏ.4. ™ü´ÖÔ ¾Ö�Ôú 10 

 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
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SUBJECT – COMPUTER FUNDAMENTALS & M.S.OFFICE   

    

Q.1. Print for the five address given below using mail merge application for 
the post of  Computer Operator 18th January 2001 
<Name> 
<Address 1> 
<Address 2> 
<Date> 
Dear <Name> 

80 

                                    Sub : ----------------------------------------------------- 
                                             ----------------------------------------------------- 
                                  ------------------------------------------------------------- 
                                  ------------------------------------------------------------- 
                                  ------------------------------------------------------------- 

 

   
                  Yours faithfully 
                                                                                                                                               

                                                                                                          <Name> 
 The data may be taken in the following format. 
 Name: 

Address 1 
Address 2 
Date 

 
 1) A.K. Saluja 

111, Sector – 2 
              Maya Puri,  
              Feb 12th 2001. 
 

2) R.K. Laxman 
221, Sector – 5, 
Rohini 
March 9th, 2001 
 
 

3) S.K. Sinha 
Village Muh 
Distt. Hissar 
April 5th, 2000 
 

4)  M.K. Sharma 
H.No. KA – 220 
Aiwar 
Dec – 19th 2000 
 
 

  
 
 



 
 

Q.2. To create a Email account on Gmail or Yahoo. How to send & receive 
Email write down steps. 
 

40 

Q.3. Create a power point presentation on different types of computers. 
(Use attractive backgrounds and slide transitions to the slides) 
 

40 

Q.4. Oral 
 

20 

Q.5. Term work 20 
 

  



´Ö¸ ü Öšü ß ³ÖÖÂ ÖÖÓŸÖ¸ü                                                     
                                                                                                                           �Îú ´ÖÖÓ�ú   10 1109 22  

 

¯ÖÏ.1. ´Öê»Ö´Ö•ÖÔ †ò¯»Öß�êú¿Ö−Ö“ÖÖ ˆ¯ÖµÖÖê2Ö �ú¹ý−Ö �úÖò´¯µÖã™ü¸ü †Öò¯Ö¸êü™ü¸ü µÖÖ ¯Ö¤üÖ�ú×¸üŸÖÖ �ÖÖ»Öß ×¤ü»Öê»Öê ¯ÖÖ“Ö ¯Ö¢µÖÖ“µÖÖ 

ÃÖÖÆüÖµµÖÖ−Öê Ø¯ÖÏ™ü �ú¸üÖ. 

18th January 2001 

<Name> 

<Address 1> 

<Address 2> 

<Date> 

Dear <Name> 

8 0 

                                    Sub : ---------------------------------------------------------- 
                                             ---------------------------------------------------------- 
                                  ------------------------------------------------------------------ 
                                  ------------------------------------------------------------------ 
                                  ------------------------------------------------------------------ 

 

   
                  Yours faithfully 
                                                                                                            <Name> 
 The data may be taken in the following format. 
 Name: 

Address 1 
Address 2 
Date 

 1) A.K. Saluja 
111, Sector – 2 

              Maya Puri,  
              Feb 12th 2001. 
 

2) R.K. Laxman 
221, Sector – 5, 
Rohini 
March 9th, 2001 
 

3) S.K. Sinha 
Village Muh 
Distt. Hissar 
April 5th, 2000 
 

4)  M.K. Sharma 
H.No. KA – 220 
Aiwar 
Dec – 19th 2000 
 
 



¯ÖÏ.2. G-mail Ø�ú¾ÖÖ Yahoo.mail ´Ö¬µÖê ‡Ô-´Öê»Ö account ²Ö−Ö¾ÖÖ. ‡Ô ´Öê»Ö ¯ÖÖšü×¾Ö�µÖÖ“µÖÖ †Ö×�Ö ¯ÖÏÖ¯ŸÖ 
�ú¸ü�µÖÖ“µÖÖ ¯ÖÖµÖ-µÖÖ ×»ÖÆüÖ. 
 

40 

¯ÖÏ.3. �úÖò´¯µÖã™ü¸ü“µÖÖ ¾Öê2Ö¾Öê2Öôêû ¯ÖÏ�úÖ¸üÖ¾Ö¸ü ¯ÖÖò¾Ö¸ǖ ÖÖò‡Ô™ü ´Ö¬µÖê ¯ÖÏê—Öê™êü¿Ö−Ö ŸÖµÖÖ¸ü �ú¸üÖ. 
 

40 

¯ÖÏ.4. †Öê¸ü»Ö  
 

20 

¯ÖÏ.5. ™ü´ÖÔ ¾Ö�Ôú 20 
 


