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1. (y) fkuBÃÞwxhLkku ç÷kuf zkÞkøkúk{ Ëkuhe íkuLkk rðrðÄ ¼køkku rðþu Mk{òðku? 3
(çk) xqtf LkkUÄ ÷¾ku? 3

(1) {u{he (Memory)
(2) r«Lxh (Printer)

(f) fkuBÃÞwxhLkkt swËk swËk ûkuºk{kt WÃkÞkuøk rðþu xqtf{kt sýkðku? 1
yÚkðk

1. (y) fkuBÃÞwxh yux÷u þwt? swËk swËk fkuBÃÞwxhLkkt «fkhku rðþu LkkUÄ ÷¾ku? 3
(çk) nkzoðuh yLku MkkuVxðuh ðå[uLkku íkVkðík ÷¾ku? 1
(f) xqtf LkkUÄ ÷¾ku? 3

(1) MfuLkh (Scanner)
(2) fe-çkkuzo (Keyboard)

2. (y) Lke[u Ëhþkðu÷ rðþu í\kVkðík ÷¾ku? 2
(1) GUI (økúkrVf÷ ÞwÍh ELxhVuMk)
(2) CUI (fuhufxh ÞwÍh ELxhVuMk)

(çk) ‘VkE÷’ yLku ‘VkuÕzh’ rðþu LkkUÄ ÷¾ku? 1
(f) ‘ykurVMk ykuxku{uþLk’ yux÷u þwt? íku{kt WÃkÞkuøk{kt ÷uðkíkk swËk swËk MkkÄLkku rðþu ÷¾ku? 4

yÚkðk
2. (y) ykuÃkhu®xøk rMkMx{ þwt Au? fkuBÃÞwxh{kt WÃkÞkuøk{kt ÷uðkíke swËe swËe ykuÃkhu®xøk rMkMx{

rðþu Mk{òðku? 2
(çk) ‘rhMkkEf÷ rçkLk’ (Recycle Bin) rðþu LkkUÄ ÷¾ku? 1
(f) ykurVMk ykuxku{uþLk{kt WÃkÞkuøk{kt ÷uðkíke swËe swËe rMkMx{ rðþu rðøkíkðkh Mk{òðku? 4

3. (y) MS-Word {kt ‘Find & Replace’ OptionLkkt WÃkÞkuøk rðþu ÷¾ku? 3
(çk) Lke[u sýkðu÷ ¾hk/¾kuxk sýkðku. 2

(1) ðzoLke VkE÷Lkwt Extension Lkk{ .TXT nkuÞ Au.
(2) çku ®f{íkkuLkku Mkhðk¤ku MS-Word {kt ÚkE þfu Au.

(f) MS-Word {kt ykðíkk CHANGE CASE Option rðþu Mk{òðku? 2
yÚkðk
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3. (y) ðzo{kt ykðíkk ‘{uE÷ {so’ rðþu WËknhý Mkrník Mk{òðku? 3
(çk) ¾k÷e søÞk Ãkqhku :

(1) ðzoLke VkE÷ Mkuð fhðk {kxu (fe) Lkku WÃkÞkuøk ÚkkÞ Au. 2
(2) ðzo{kt yûkhkuLke MkkEÍ ðÄkhðk  (fe)Lkku WÃkÞkuøk ÚkkÞ Au.

(f) Lke[u Ëþkoðu÷ rðþu xqtf LkkUÄ ÷¾ku : 2
(1) {u¢ku (Macro) (2) ðzo{kt ykðíkk xw÷çkkh

4. (y) ðzo{kt ykðíkk Format Menu Lkkt [kh Option rðþu Mk{òðku? 2
(çk) {u¢ku (Macro) yux÷u þwt? MS-Word {kt {u¢ku çkLkkððk (Create) {kxu yLku {u¢ku (Run) fhðk

rðþu Mk{òðku? 2
(f) MS-Excel Lkku þYykíkLkku M¢eLk Ëkuhe íkuLkkt swËk swËk ¼køkku rðþu Mk{òðku. 3

yÚkðk
4. (y) MS-Word {kt ykðíkk Table Menu Lkkt øk{u íku [kh rðþu ÷¾ku? 2

(çk) ‘News Paper Column’ ðzo{kt çkLkkððk rðþu rðøkíkðkh ÷¾ku? 2
(f) Lke[uLkkLke ÔÞkÏÞk ykÃkku? (Excel Lkk MktË¼o{kt) 3

(1) Mku÷  (Celles)

(2) ðfoþex (Worksheet)

(3) ðfoçkwf (Workbook)

5. (y) ¾k÷e søÞk Ãkqhku - 3
(1) Excel {kt  hku (Row) yLku  fku÷{ (Column) nkuÞ Au.
(2) Excel Lke VkE÷Lkwt yuûkxuLþLk  nkuÞ Au.
(3) Excel {kt  VtfþLkLke {ËËÚke MkkiÚke {kuxe ®f{ík {¤u Au.

(çk) Lke[u sýkðu÷ VtfþLk Mk{òðku? 2
(i) SUM( )  (ii) INT( )  (iii) ROUND( )  (iv) RAND( )

(f) Excel {kt ykðíkk swËk swËk «fkhLkkt økúkV (Graph) rðþu xqtf{kt Mk{òðku? 2
yÚkðk

5. (y) Lke[uLkk rðÄkLkku ¾hk Au fu ¾kuxk íku sýkðku? 3
(1) AVG( ) VtfþLkLke {ËËÚke Mkhuhkþ þkuÄe þfkÞ Au.
(2) Cell Lke ®f{ík MkwÄkhðk {kxu (Edit fhðk) F3 key Lkku WÃkÞkuøk ÚkkÞ Au.
(3) Excel {kt ðfoþexLkwt Lkk{ çkË÷e þfkíkw LkÚke.

(çk) Excel {kt Autofill (ykuxkurV÷) Lke WÃkÞkurøkíkk rðþu ÷¾ku? 2
(f) Excel {kt Data (zuxk) Lku Sort fhðk {kxu rðøkíkðkh íkçk¬k sýkðku? 2
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1. (A) Draw a block diagram of computer and explain its various parts. 3

(B) Write short notes on the following : 3

(i) Memory

(ii) Printer

(C) Write different uses of computers in various fields. (In short) 1

OR

1. (A) What is a Computer ? Explain different types of computers in detail. 3

(B) Write difference between hardware and software. 1

(C) Write short notes on the following : 3

(i) Scanner

(ii) Keyboard

2. (A) Write difference of the following : 2

(1) GUI (Graphical User Interface)

(2) CUI (Character User Interface)

(B) Write about ‘File’ & ‘Folder’. 1

(C) What is Office Automation ? Explain various components used in Office Automation.  4

OR

2. (A) What is an Operating System ?  Write about different types of operating systems in detail. 2

(B) Write a note on ‘Recycle Bin’.  1

(C) Explain various systems used for Office Automation. 4

3. (A) What is the use of ‘Find & Replace’ in MS-Word ? 3

(B) State if the following statements are True or False ? 2

1. Extension name of all Word file is .TXT

2. Sum of two values is possible in MS-Word.

(C) Explain about CHANGE CASE option in MS-Word.  2

OR
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3. (A) Explain ‘Mail Merge’ with appropriate example. 3
(B) Fill in the blanks : 2

1. To save the file in MS-Word  key is used.

2. To increase font-size in MS-Word  key is used.

(C) Write notes on any one of the following : 2
1.  Macro      2.  Toolbar in MS-Word

4. (A) Explain any four options of Format menu? 2
(B) What is Macro? How to create and run a macro in MS-Word? 2
(C) Draw Starting Screen of MS-Excel & explain its various parts.  3

OR
4. (A) Explain any four options of Table Menu. 2

(B) What is ‘News Paper Column’ ? How to create it? Explain. 2
(C) Explain the following in Excel : 3

(i) Cells

(ii) Worksheet

(iii) Workbook.

5. (A) Fill in the blanks : 3
1. In Excel, there are  no. of rows and  no.

of columns.

2. Extension name of any Excel file is  .

3. In Excel,  function is used to find the highest value.

(B) Explain the following functions in short :  2
(i) SUM( ) (ii) INT( )

(iii) ROUND( ) (iv) RAND( )

(C) Explain various/different types of graphs in excel. 2
OR

5. (A) State if the following statements are Ture or False: 3
(i) AVG( ) function is used to find average.

(ii) F3 key is used to edit the cell.

(iii) It is not possible to change the worksheet name.

(B) Write about Autofill feature in Excel. 2
(C) Explain about Sorting of data in Excel. 2


