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CLASS : 12th (Sr. Secondary) Code No. 3637
Series : SS-M/2018
Roll No.
IT & ITES
National Skills Qualification Framework (NSQF)
Level - 4

[ Hindi and English Medium |
(Only for Fresh/Re-appear Candidates)

Time allowed : 2.30 hours | [ Maximum Marks : 60
o TUI T FW T [F $ TeT-97 F FRT 797 35 &

Please make sure that the printed question paper are contains 35
questions.

o G977 H qlieT & # HIT 77 T e T_ G FIV-Jdw % FFIE T [0E)

The Code No. on the right side of the question paper should be written by
the candidate on the front page of the answer-book.

o FYFIHT F FA TG & HT & e, J97 H HHIFH HaT [

Before beginning to answer a question, its Serial Number must be written.

o FTv-gikrm & T 4 Gl 1/ 9 7 881
Don't leave blank page/pages in your answer-book.

o FTT-gRTE F SINFT FF ST T TE A ST FRITFEATAT & [ ST forar
FTT T He)
Except answer-book, no extra sheet will be given. Write to the point and do

not strike the written answer.
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o GO STy T To FIT-GH YT o7a9T [

Candidates must write their Roll Number on the question paper.

o FYT T F IFAT 37 G g7 T GERTT IV T fF F797 g7 7 78 &, yhar &
FYUT 59 T § 23 4 q@r @hEre 78 B aam

Before answering the questions, ensure that you have been supplied the

correct and complete question paper, no claim in this regard, will be

entertained after examination.
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() 797 FHFE 1 @ 3 F @ FZ @ 797 F01 99 T 597 ST &

Attempt any two questions from Question Numbers 1 to 3. Rest are

compulsory.
(i) T9% 797 % 9% GqH qET 79 T 8

Marks are indicated against each question.
(iii) F97] & FIC F7% SBFEAT &/

Answer the questions according to their marks.

. WEE M & A9 MY TR-9X Iaq & I ol 6

Write steps to set up slide show to repeat automatically.

egfie § 5l U SEgHT W eRWiES a1 & =X Q| 6

Write steps to create a hyperlink to a new document in spreadsheet.

TF a9 O ¥ dfedds SIad & Aol g 6

Write steps to insert a watermark to a web page.
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10.

11.
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(3)
A9 R M & =R ford 3

Write steps to create e-mail signatures.

Hq TFAYE SEANT S99 & O 39 @1 auie 1 3

Explain various tabs in custom animation dialog box.

feie 3qa | 9 9N % =W o] 3

Write steps to create a chart from pivot table.

fopdl o T @ AT M B IO @ 3

Write steps to create a template from another template.

. A9 91 % ofagg & § ? 2

What are the components of mail. merge ?

A9 T B STETHAT T © 7 2

What is the need of creating labels ?

FAEC Ga¥ Hisd F91 8§ 7 2

What is client server model ?

Retdeq 7 B 7 2

What are snippets ?
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12.

13.

14.

15.

16.

17.

18.
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(4)
HTML tfgeX & @ 41 & ? 2

What are the advantages of HTML editors ?

-9 H fHerRer i oasgear #m § ? 2

What is the need of security in an e-mail ?

WIE &l g 3 2

Define stationery.

Tediic & weae # & ? 2

What are slicers in spreadsheet ?

[agfs 9]

[Objective Type Questions]

ASP & ST oo J9EEe TN @ fau BT Bl
ASP is used for creating ................ websites.

Adobe FHAA ..o, o Bl 1
Adobe dreamweaveris an ................ tool
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19.

20.

21.

22.

23.

24.
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Full form of PHPis ..c..cu.......... }

................ FIST HFEdaR BHide AIghIEITe S8eqd & A & & 4 qeHd

B

................ calendar software format is supported for use with Microsoft
Outlook

................ ke ‘I’ H ITT Yi<q & THI Hl ShiA ewm & @ i
B

................ shortcut 'key' is used to show black screen during
presentation.

I8 TreEX | TEay oW L I B ol 1

In word processor, envelope option is present in ................ menu

EETECE | RO T AR Fed ol 1

The process of creating macro is called ............. .

W W AT A Bl & B B AR B v Bl 1

Shortcut 'key' to launch paste special dialog box IS tevieiiiienenn. .

P.T.O.
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25. e efic & Hq, fic a1 e 89 F I9m@r 2 1

................ restrict spreadsheet from being copied, printed or

forwarded.
[ Functional English ]
Note : Fill in the blanks from the options given.
26. I would like to ................ you for a grant of leave. (beg, request) 1

27. I hope this record helps you to view my CASE .evvrrinrennnnnn .

(happily, favorably) 1
28. .. I help you ? (Might, May) 1

29. Science has ................ over the years.

(proved, improved) 1

30. Place the customer contact details ................ the "customer info" label.

(in, under) 1

31. The new micro-computer is very ................ .
(little, small) 1

32. Remove the deleted items ................ the recycle bin. (in, from)
1
33. Place the manual ............... the table.(on, above) 1
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34. Make sure the customers ................ are served too. (outside,
over) 1
35. Working as a team helps ................ do our work faster and better.
(us, we) 1
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