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ÍÛæ˜Û¶ÛÛ : (1) ¼ÛμÛÛ ›÷ ¸ÛóÊ¶Û ºõÁõÜ›÷¿ÛÛ©Û ™öé. 
   (2) ¼ÛμÛÛ ¸ÛóÊ¶Û¶ÛÛ •Ûä¨Û ÍÛÁõ”ÛÛ ™öé. 
 

1. (…) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ›÷ÈÛÛ¼Û …Û¸ÛÛé : (4) 
  1. �õÛé¾¸¿Ûä¤øÁõ ÉÛä× ™öé ? �õÛé¾¸¿Ûä¤øÁõ¶ÛÛé ¼ÅÛÛé�õ ¦øÛ¿ÛÛ•ÛóÛ¾Û −ùÛéÁõà ©Ûé¶ÛÛ ÜÈÛÜÈÛμÛ ½ÛÛ•ÛÛé¶ÛÛé ¸ÛÜÁõ˜Û¿Û 

…Û¸ÛÛé.  
  2. ¾Ûä”¿Û Í¾ÛèÜ©Û …¶Ûé •ÛÛí¨Û Í¾ÛèÜ©Û¶Ûé ÍÛ¾Û›÷ÛÈÛÛé.  

(¼Û) ¶Ûà˜Ûé¶ÛÛ¶ÛÛ ¸Ûæ¨ÛÙ ÍÈÛÄõ¸Û ÅÛ”ÛÛé : (3) 
  MICR, OMR, OBR CPU, ROM 

…¬ÛÈÛÛ 
(…) ¶Ûà˜Ûé¶ÛÛ ¸ÛÁõ ¶ÛÛêμÛ ÅÛ”ÛÛé : (4) 
  ÜÍÛÍ¤ø¾Û ÍÛÛé¹¤øÈÛéÁõ, ¦øÛé¤ø ¾Ûé¤Öøà“Û Ü¸Ûó¶¤øÁõ 
(¼Û) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ›÷ÈÛÛ¼Û …Û¸ÛÛé : (3) 
  1. Í� éõ¶ÛÁõ¶ÛÛé Š¸Û¿ÛÛé•Û ÉÛÛ ¾ÛÛ¤éø ¬ÛÛ¿Û ™öé ? 
  2. ¾Ûä”¿Û Í¾ÛèÜ©Û¾ÛÛ× ÁõÐéüÅÛ ¾ÛÛÜÐü©Ûà �õÛ¿Û¾Ûà μÛÛéÁõ¨Ûé ÉÛÛ ¾ÛÛ¤éø ÍÛ×•ÛóÐüà ÉÛ�õÛ©Ûà ¶Û¬Ûà ? 
  3. ¹ÅÛÛé¸Ûà Ü¦øÍ�õ¶ÛÛ× ºõÛ¿Û−ùÛ …¶Ûé •ÛéÁõºõÛ¿Û−ùÛ ›÷¨ÛÛÈÛÛé. 

 
2. (…) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ›÷ÈÛÛ¼Û …Û¸ÛÛé : (4) 
  1. ¾ÛÛŠÍÛ¶Ûà �õÛ¾Û•ÛàÁõà ›÷¨ÛÛÈÛÛé. 
  2. WORM ¶Ûä× ¸ÛäÄ×õ ¶ÛÛ¾Û ›÷¨ÛÛÈÛÛé. 
  3. …é¸ÅÛà�éõÉÛ¶Û ÍÛÛé¹¤øÈÛéÁõ¾ÛÛ× �õ¿ÛÛ �õ¿ÛÛ ÍÛÛé¹¤øÈÛéÁõ¶ÛÛé ÍÛ¾ÛÛÈÛéÉÛ ¬ÛÛ¿Û ? 
  4. ÍÛà�õ ¤øÛˆ¾Û (SEEK TIME) …é¤øÅÛé ÉÛä× ? 
 (¼Û) ¶Ûà˜Ûé¶ÛÛ ÉÛÛé¤Ùø�õ¤ÕøÍÛ¶Ûà �õÛ¾Û•ÛàÁõà ›÷¨ÛÛÈÛÛé. (3) 
  Ctrl + X, Ctrl + C, Ctrl + Z, Ctrl + V, Ctrl + A, Ctrl + S 

…¬ÛÈÛÛ 
 (…) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ¤æ×ø�õ¾ÛÛ× ›÷ÈÛÛ¼Û …Û¸ÛÛé : (4) 
  1. FYBPE ¶ÛÛ¾Û¶Ûä× ºõÛéÅ¦øÁõ ¦éøÍ�õ¤øÛé¸Û ¸ÛÁõ Ü’õ…é¤ø �õÁõÛé. 
  2. Control Panel ¾ÛÛ× �õˆ �õˆ ¼ÛÛ¼Û©ÛÛé¶ÛÛé ÍÛ¾ÛÛÈÛéÉÛ ¬ÛÛ¿Û ™öé ? 
  3. Recycle Bin ¶Ûà �õÛ¾Û•ÛàÁõà ›÷¨ÛÛÈÛÛé. 
  4. Dialog Box …é¤øÅÛé ÉÛä× ? 
 (¼Û) ¶Ûà˜Ûé¶ÛÛ¶Ûé ÍÛ¾Û›÷ÛÈÛÛé : (3) 
  PAINT BRUSH, NOTE PAD, ACCESSORIES 
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3. (…) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ›÷ÈÛÛ¼Û …Û¸ÛÛé : (4) 
  1. …ÛéÜºõÍÛ …Ûé¤øÛé¾ÛéÉÛ¶Û …é¤øÅÛé ÉÛä× ? ©Ûé¶ÛÛ ºõÛ¿Û−ùÛ ›÷¨ÛÛÈÛÛé. 
  2. GUI …é¤øÅÛé ÉÛä× ? ¤æ×ø�õ¾ÛÛ× ÍÛ¾Û›÷ÛÈÛÛé. 
 (¼Û) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ›÷ÈÛÛ¼Û …Û¸ÛÛé : (3) 
  1. ABC.DOC ¶ÛÛ¾Û¶Ûà ºõÛˆÅÛ¾ÛÛ× ÍÛäμÛÛÁõÛ ¼ÛÛ−ù XYZ.DOC ¶ÛÛ¾Û ÈÛ¦éø SAVE �õÁõÈÛÛ ÉÛä× 

�õÁõÉÛÛé ? 
  2. GUI …ÛμÛÛÜÁõ©Û …Ûé¸ÛÁéõÝ¤ø•Û ÜÍÛÍ¤ø¾Û¶ÛÛ× ¶ÛÛ¾Û ›÷¨ÛÛÈÛÛé. 
  3. Windows Explorer ¶Ûé ÍÛ¾Û›÷ÛÈÛÛé. 

…¬ÛÈÛÛ 
 (…) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ¤æ×ø�õ¾ÛÛ× ›÷ÈÛÛ¼Û …Û¸ÛÛé : (4) 
  1.  �õÛé¾¸¿Ûä¤øÁõ¶ÛÛ ÍÛ¾Û¿Û …¶Ûé ©ÛÛÁõà”Û � éõÈÛà Áõà©Ûé ¼Û−ùÅÛà ÉÛ�õÛ¿Û ? 
  2. SCANDISK ¶ÛÛ �õÛ¿ÛÙ¶Ûé ÍÛ¾Û›÷ÛÈÛÛé. 
  3. ICON ÉÛä× ™öé ? 
  4. SCREEN SAVER ¶Ûà Š¸Û¿ÛÛéÜ•Û©ÛÛ ›÷¨ÛÛÈÛÛé. 
 (¼Û) ¶Ûà˜Ûé¶Ûà ”ÛÛÅÛà ›÷•¿ÛÛ ¸ÛæÁõÛé : (3) 
  1. Find ¾ÛÛ¤éø ________ ÉÛÛé¤Ùø�õ¤ø ™öé. 
  2. �õÛé̂  ˜ÛÛé‘õÍÛ ¸Ûé›÷ ¸ÛÁõ ›÷ÈÛÛ ¾ÛÛ¤éø _______ ÉÛÛé¤Ùø�õ¤ø ™öé. 
  3. ¶ÛÈÛÛ ¸Ûé›÷ ¸ÛÁõ ›÷ÈÛÛ ¾ÛÛ¤éø ________ ÉÛÛé¤Ùø�õ¤ø ™öé. 
 

4. (…) ¶Ûà˜Ûé¶ÛÛ¶Ûé ÍÛ¾Û›÷ÛÈÛÛé : (4) 
  ¼ÛäÅÛé¤ø (BULLET), ¦Öéø•Û …¶Ûé ¦ÖøÛé¸Û (DRAG & DROP) 
 (¼Û) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ¤æ×ø�õ¾ÛÛ× ›÷ÈÛÛ¼Û …Û¸ÛÛé : (3) 
  1. �õÛé̂  ºõÛˆÅÛ¶ÛÛ ¶ÛÛ¾Û¶Ûé �éõÈÛà Áõà©Ûé ¼Û−ùÅÛà ÉÛ�õÛ¿Û ? 
  2. ¸ÛéÁéõ•ÛóÛºõ¾ÛÛ× ÅÛÛˆ¶Û Í¸ÛéÝÍÛ•Û � éõÈÛà Áõà©Ûé ¼Û−ùÅÛà ÉÛ�õÛ¿Û ? 
  3. ¤éø¼Û Í¤øÛé¸Û � éõ¤øÅÛÛ ™öé ? �õ¿ÛÛ �õ¿ÛÛ ? 

…¬ÛÈÛÛ 
 (…) ¶Ûà˜Ûé¶ÛÛ¶Ûé ÍÛ¾Û›÷ÛÈÛÛé : (4) 
  ¾Ûé̂ ÅÛ ¾Û›÷Ù, Í¸ÛéÝÅÛ•Û ˜Ûé�õ 
 (¼Û) ¶Ûà˜Ûé¶ÛÛ ÜÈÛμÛÛ¶ÛÛé ”ÛÁõÛ ™öé � éõ ”ÛÛé¤øÛ ©Ûé ›÷¨ÛÛÈÛÛé : (3) 
  1. ÈÛ¦Ùø ºõÛˆÅÛ¶Ûé .DOC …é“¤éø¶ÉÛ¶Û ÅÛÛ•Ûé ™öé. 
  2. ÈÛ¦Ùø ºõÛˆÅÛ¶ÛÛ ¼Ûé�õ •ÛóÛŠ¶¦ø �õÅÛÁõ¶Ûé ¼Û−ùÅÛà ÉÛ�õÛ¿Û ™öé. 
  3. ÈÛ¦Ùø ºõÛˆÅÛ¾ÛÛ× �õÛ¾Û �õÁõ©ÛÛ ÍÛ¾Û¿Ûé Ctrl + P …Û¸Û©ÛÛ Ü¸Ûó¶¤øá•Û ÉÛÄõ ¬ÛÛ¿Û ™öé. 
 

5. (…) ¶Ûà˜Ûé¶ÛÛ ¸ÛÁõ ¶ÛÛêμÛ ÅÛ”ÛÛé : (4) 
  ÈÛ¦Ùø …Û¤Ùø, …Ûé¤øÛé ¤éø“¤ø (AUTOTEXT) 
 (¼Û) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ›÷ÈÛÛ¼Û …Û¸ÛÛé : (3) 
  1. ¤éø¼ÛÅÛ¶Ûà �õÛé̂  …é�õ ÐüÛÁõ ¦øàÅÛà¤ø �õÁõÈÛÛ¶ÛÛ Í¤éø¸Û ÅÛ”ÛÛé. 
  2. ÈÛ¦Ùø ºõÛˆÅÛ¾ÛÛ× � äõÅÛ � éõ¤øÅÛÛ ÉÛ¼−ùÛé ™öé ©Ûé �éõÈÛà Áõà©Ûé ›÷Û¨Ûà ÉÛ�õÛ¿Û ? 
  3. ÈÛ¦Ùø ºõÛˆÅÛ¶ÛÛ −ùÁéõ�õ ¸Ûé›÷ ¸ÛÁõ ¸Ûé›÷  ¶Û×¼ÛÁõ ™öÛ¸ÛÈÛÛ ÉÛä× �õÁõÉÛÛé ? 

…¬ÛÈÛÛ 
 (…) ¶Ûà˜Ûé¶ÛÛ ¸ÛÁõ ¶ÛÛêμÛ ÅÛ”ÛÛé : (4) 
  Ü¸Ûó¶¤ø Ü¸ÛóÈ¿Ûä, Thesaurus 
 (¼Û) ¶Ûà˜Ûé¶ÛÛ ¸ÛóÊ¶ÛÛé¶ÛÛ ›÷ÈÛÛ¼Û …Û¸ÛÛé : (3) 
  1. ÈÛ¦Ùø ÜÈÛ¶¦øÛé¶Ûé ¼Ûé ½ÛÛ•Û¾ÛÛ× �éõÈÛà Áõà©Ûé ÈÛÐêü˜Ûà ÉÛ�õÛ¿Û ? 
  2. Í¸ÛéÝÅÛ•Û ˜Ûé�õ �õÁõÈÛÛ ¾ÛÛ¤éø �õ¿ÛÛ ÉÛÛé¤Ùø�õ¤ø¶ÛÛé Š¸Û¿ÛÛé•Û �õÁõÈÛÛ¾ÛÛ× …ÛÈÛé ™öé ? 
  3. Insert Menu ¶ÛÛ �õÛé̂  ˜ÛÛÁõ �õ¾ÛÛ¶¦ø ÍÛ¾Û›÷ÛÈÛÛé. 
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Instructions : (1) All questions are compulsory. 
   (2) All questions carry equal marks. 
 
1. (a) Answer the following : (4) 

  1. What is Computer ? Draw block diagram of a computer & explain various 
parts of computer. 

  2. Explain main memory & secondary memory. 
 (b) Write the full form of under given terms. (3) 
  MICR, OMR, OBR, CPU, ROM 
     OR 
 (a) Write short notes. (4) 
  System Software, Dot Matrix Printer 
 (b) Answer the following : (3) 
  1. What is the use of Scanner ? 
  2. Why one can not able to store data permanently into main memory ? 
  3. Explain the advantages & disadvantages of floppy dise. 
 
2. (a) Answer the following : (4) 
  1. Write the function of mouse. 
  2. Write full form of WORM. 
  3. What software can be included into application software category ? 
  4. What is SEEK TIME ? 
 (b) Explain the functions of under given shortcuts. (3) 
  Ctrl X, Ctrl C, Ctrl Z, Ctrl V, Ctrl A, Ctrl S 
     OR 
 (a) Answer the following in short. (4) 
  1. Create a folder having FYBPE folder name. 
  2. Which items are included in control panel. 
  3. Explain the function of Recycle Bin. 
  4. What is Dialog box ? 
 (b) Explain the under given. (3) 
  PAINT BRUSH, NOTE PAD, ACCESSORIES 
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3. (a) Answer the following : (4) 
  1. What is Office Automation ? Write its advantages. 
  2. Explain GUI in short. 
 (b) Answer the following : (3) 
  1. How to save ABC.DOC as XYZ.DOC file after modifications. 
  2. Write names of GUI base Operating systems. 
  3. Explain Windows Explorer. 
    OR 
 (a) Answer the following in short : (4) 
  1. How to change Time & Date of a computer ? 
  2. Explain the function of SCANDISK. 
  3. What is ICON ? 
  4. Write usefulness of SCREEN SAVER. 
 (b) Fill in the blanks. (3) 
  1. There is a _______ shortcut for Find. 
  2. _______ is the shortcut for jumping into certain page. 
  3. _______ is the shortcut for new page. 
 
4. (a) Explain the following : (4) 
  BULLET, DRAG & DROP. 
 (b) Answer the following in short. (3) 
  1. How to rename a file ? 
  2. How to change line spacing of a paragraph ? 
  3. How many Tab stops ? Which are they ? 
    OR 
 (a) Explain the following : (4) 
  MAIL MERGE, SPELLING CHECK 
 (b) Write under given statements whether true or false ? (3) 
  1. Word file has .DOC extension. 
  2. Background color of a word file can be changed. 
  3. While working with word file, Printing will start automatically by pressing 

Ctrl P. 
 
5. (a) Write notes for the following : (4) 
  WORD ART, AUTO TEXT 
 (b) Answer the following : (3) 
  1. Write all steps to delete a row of a table. 
  2. How to find number of words a word file has ? 
  3. How to print page number on every page of a word file ? 
    OR 
 (a) Write short note for the following : (4) 
  Print Preview, Thesaurus 
 (b) Answer the following : (3) 
  1. How to split a word window ? 
  2. By which shortcut one can check spelling ? 
  3. Write four commands of Insert Menu. 
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