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Instructions for Candidates :
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Carefully read thesinstrugtions given on Question Paper, OMR Sheet
and Answer Sheet.

o] Tl G el o A 21 qhandl e R & o,
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Question Paper is in H‘Ii)d1 and English language. Candidate can
choose to answenin any one language (i.e, either Hindi or English)

9 Hieye/I0 & @ WA ¥ U U H AR Uy R umTEt # ofa uy
gl

There are TWO PARTS in this Module/Paper. PART ONE contains
FOUR questions and PART TWO contains FIVE questions. :

W UF AdiE UHR B g [oEd B 3B 40 § 9 W @
SIfEUE" UHH & 3R 534S B 3% 60 8

PART ONE is Objective type and carries 40 Marks. PART TWO is
subjective type and carries 60 Marks.
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PART ONE is to be answered in the OMR ANSWER SHEET only,
supplied with the question paper, as per the instructions contained
therein. PART ONE is NOT to be answered in the answer book for
PART TWO.

waa}!.?.,i" 9 uﬁ‘.’l' .
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Maximum time allotted for PART ONE is ONE HOUR. Answer book
for PART TWO will be supplied at the table when the answer sheet
for PART ONE is returned. However, candidates who complete PART
ONE earlier than one hour, can collect the answer book for PART
TWO immediately after handing over the answer sheet for PART
ONE.
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Candidate cannot leave the examination hall/room without
signing on the attendance sheet and handing over his Answer
sheet to the invigilator. Failing in doing so, will amount to
disqualification of Candidate in this Module/Paper.

uy-gf&E ! g & e i & g 1 I fore oiRm 5
A gget IwficaR Uz Wi &Y gihfEe o2 & i gy-gfie gde =P 3
Hoi @l

After receiving the instruction to open the booklet and before
answering the questions, the candidate should ensure that the
Question booklet is complete in all respect.
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Note: In case of any discrepancy found in Hindi language, English version will be treated as final.
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DO NOT OPEN THE QUESTION BOOKLET UNTIL YOU ARE TOLD TO DO SO.
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HIT €% / PART ONE
Wt ool & IR S / Answer all the questions)

1. i 70 Uy & IR & B8 [deed 3T MU
¥ U 9ed Sy Rew g9 ok 3@ uy
U3 F WY IUAH HUA MY “IATHIAR”
SR T #, IH fag e e & o,
TS P
Each question below gives a multiple
Choose the most
appropriate one and enter in the "OMR”

choice of answers.

answer sheet supplied with the question
paper, following instructions therein.
(1x10)

1.1 BYaeR BT &1 ST P & e -

(A) Ctrl+Shift+C

(B)  Ctrl+Shift+V

(©) Ctrl+Shift+X a

(D) Ctrl+Shift+D

To copy character formatting :

(A)  Ctrl+Shift+C O

(B)  Ctrl+Shift+V ‘

(C)  Ctrl+Shift+X 0

(D) Ctrl+Shift+D 6

1.2 ﬁﬁrﬁmaﬁqﬁﬁg T &
ferg fope ¢ fiies ue
A ficdoga ®) fe®
© flesia D) PFeFFw

Shrink to fit is an option to fit the contents

of page:
(A) before print (B) under print
(C) below print (D) above print

1.3 foraRefiites T3ex § 2o &) Afekhy 3 &
Ry SHERTP! o1 aTeh o E -
(A) CtrisP -
(B) Ctrl+Shift+B
(€) Ctrl+O
(D) Ctrl+M
Key used for Subscript the text in LibreOffice
Writer is
(A) Cird+P
(B) Ctrl+Shift+B
(C)  C+O !
(D) Ctri+M

14 fEeiines 3 @1 O Hll Toie=H &I
a‘a ' @ﬁ%?

Ctrl

<Shlﬂ + End

\ Esc

N\ In LibreOffice

4

3

Impress, which of the

W following key is used to End Presentation ?

(A) Ctrl + Home
(B) Ctrl + X

(C)  Shift + End
(D) Esc

1.5 IH ST JUSHR TR ST el ¢
A) W BHE

(B) THIH

() S®pcg

D) feforea v

UMANG is not available on device like :

(A) Smart phone

(B) Laptops

(C) Desktop ~

(D) Digital camera
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16 mﬁﬁﬁmwwmﬁ
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XTI
ESC

@ THTHTY
(D) U

Which one of the following is not 3

(A)
(B)

messaging service ?
(A) WhatsApp

(B)  Youtube

(©) sms

(D) Tel egram

é-ﬁa@rﬂamm&nngmaa Gl
FEd 8

Scae

e

© Slegie

(D) wIEd

Document sent or received in an e-maib is
called
(A)
(B)
©
(D)

1.7

(A)
(B)

Detachment
Attachment
Document
File

Fafifda & @ o5 frevaifeg 29 TRICR
TElg 2

(A) .ods (B) .odt

©) .rtf D) .odp

Which of the following extensions are not
related to LibreOffice ?

(A)
©

1.8

.odt
.odp

.0ds
.rtf

(B)
(D)

1.9

1.10.

. (B)

Eauku’[ea%fat{aﬂﬂmw%?
(A) 45
(B) 280
(C) 145
(D) 180
What
twitter ?
(A) 45
280
145
180

is the character limit for a post on

(©
(D)

m@a\smq%ﬁﬁﬁaﬁ«r@aqm
Tole

I
e i
file g
RUSH

(A)
(B)
(©)
(D)

The following view is not available in the

View Tab for slides -

(A)  Slide Sorter

(B) Notes Page
(C©)  Print View

(D) Reading View
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2. A2 fermn wrar vl Rrawor ar ot Wt & sivar o we Was Suged Rewa T ok 3@ UN 0x
ﬂ?mmmwwﬂw&ﬂ?"mmﬁ,wﬁﬁqwﬁﬁﬁ%m,aﬁfaﬁl (1x10)

2.1
2.2
a5
2.4
2.5
2.6
2.7
2.8

29

Wit gt e v o o A §IR 9 1 T Bl

TSl &9 o S fad e ofiue) 31erl & $u uRad= & erar s 2
Ctrl+P fife ST aey Eiear 2|

Shift +Tab Poll UlgeX ®I 3T T H & a1 &1

MY CEE H SAICIBIHe HHIS BT ITAN 78 IR THA g

CHRE & TG B T1G B WA R TR ) ot 1 o e 21

S § URE &7 IR 2 BT ey 781 Sar |
cwmq*mmmﬁq\mm%mmmmmmmﬁmam
%f%fqﬁa‘mam‘%*l .

ISR U (T § W8T 9% 1Y 7 908 g &)

210 irctc.co.in TR U VI & A1 B GIoL 3P H&RT BT TINT HP BT o1 G 21

Each statement below is either TBﬂE or FALSE. Choose the most appropriate one and enter
your choice in the ‘OMR" answer, sheet supplied with the question paper, following

instructions therein. (1x10)
2.1 Numbered lists can ONX‘B! Created in an Arabic numeral.

22 Menus tab Change @e\option helps you to change the case of letters.

2.3 Ctrl+P gpens'the print dialog box.

2.4 Shift ¥Tab keysmoves pointer to next cell.

2.5 You can nof use Autoformat command in table.

2.6 The spelling and grammar can be checked only once the text is selected.

2.7 Facebook do not have an option to reply to posts.

2.8 Ctrl+Z is used for undo last action & Ctrl+Y is used for redo last action.

2.9 Inbox is a location where the sent mails are stored.

2.10 One can search a station name using three letters of it on irctc.co.in
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mxﬁmmwmmmmﬁﬁmvﬂmwﬁwﬂﬁm 3 / wreg) /

T A Y| U e vy v & gy Ru e

SHITHIR” I UAS A, SHH 2T 7T org2wi) &7

T H¥d §U, TS Bl (1x10)
HIaH X PIaq Y
31 | gfeg A | HISHNTE a8
32 | s RS AR S Rm | B WS W sfievigey o twe gar 2
3.3 | Firs ORf migear C | SfiqRfen Rey
34 | U GR&f SR Mu-iger &t =i o | TP VM ¥ GHET & BIf F MR g
RIF TR AR BT
35 | ghg® E | CTRL+ END
36 | WHgeS? F |8fyey
3.7 | wife ex G | ¥R IS
38 | o fumg =it @t A e H | a”RY
39 |E_e I (e .
3.10 | 99 8139 ) | i
K | abRiicy o1 ¥ug
L Y2y
M |\ ShTHSR

Match words and phrases in column X with the closest related meaning/ word(s)/phrase(s) in
column Y. Enter your selection in the “OMR” answer sheet supplied with the question paper,

following instructions therein.

(1x10)

Column X

ColumnyY

3.1 | Unix A | Microsoft Word
3.2 | To go to last slide.of thepresentation B | The objects on a slide that holds text
3.3 | Closed Source Software C | Operating System
34 | A security andfprivacy threat D Copy formatting from one place and apply
to another
3.5 | Workbook E | CTRL+ END
3.6 | Placeholder F | 8 bits
3.7 | Format Painter G | Storage Device
3.8 | To send mail to others without hiding H | Virus
3.9 | Byte [ | Paint
3.10 | Pen Drive J | CC
K | A collection of worksheets
L | Tape .
M | OMR
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4. ﬁmmﬁﬁ%ﬁﬁmﬂﬁwwmmaﬁﬁﬂﬁ%ﬁmﬁmw%lmm
ﬁmggaﬁww%mﬁqw"mm"wmﬁ,aﬂﬁﬁqwmﬁ$
IR, [ |

(1x10)
A | Ctrl+Enter B | CTRL + Space C | UrUrE Far —’
D | 3R E |fdm F |$
G | AT s H | CTRL + M |1 | SSou TS
) | Sew K |Refea L |BSfs=
M | 29

4.1 T RIS R ¢

42 T 5-T199 Je95e 2

43 g @ g s Rt

44 Wmmmmﬁﬂa%aamﬁmm%:
45 wmﬁmﬁﬁ%maﬁ%aﬁﬁ%i

46 T T So |

47 U% JS91SC &1 530 gF 2|

4.8 YA BTEE & YUE Bl PE @RI

49 1 RT U Aol TS H P Sfe8iede ST 8 foe fvar e 2
410 ___fﬁaméiﬂa?l?wrﬁ%amﬁmeﬂaﬁgzméq

Each statement below has a blank space to fit one of the word(s) or phrase(s) in the list
below. Choose the most appropriate option, enter your choice in the “OMR” answer sheet

supplied with the question paper, foll@iiﬂg instructions therein. (1x10)
A | Ctrl+Enter B f“t‘[ﬁ;% Space C | Passport Seva

D | Laser E \.Bin F |$

G | Name Box « H% CTRL + M I | Index page

) | Database P Relative L | Hard Disk

M | Tape \i%‘ |l
4.1 is a permanent storage.

4.2 is an e=governance website.

43 The addressing is a cell addressing mode.

44 is used for page break in LibreOffice Writer.

4.5 is the short cut key to highlight entire column.
46 is a search engine.

47 is the main page of a website.

48 is the collection of related files.

49 is used to make a cell address as absolute.

4.10 printer outputs by light beam and particles of ink.
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5. (a)

(b)

(a)

(b)

6. (@)
(b)

(c)
(a)

(b)
(c)

(b)

(a)

(b)

YT & / PART TWO 8.
(=Y = wsit F TR S / Answer any FOUR

questions)

WIESR WE BT I3EI0N F Ty ST
Cad
TSR AR 3R Rren gl 3
S T iR B 2 e 9y @re
Gl

Explain  Cyber Secu rity with an
example.
What is the difference between

Application Software and System
Software ? Explain with an example.

(9+6) | o,

3o R SR Tiorsed) Aok @ & 2
TS ST IGE0T & 1Y S HI |
THT3eT USRICR o1 &7 ofRf & 2

PIEE TRICTHI & fafts ueR a7 & -

What are the Open Source and

Proprietary Software ? Explain each™}

with examples.

What is meant by File Extension 7.

What are various types G‘}& e

extensions ? f
(8+4+3)

T A I ) foftw i e &
|
wsRfe 7 -3 9 & forg fafir whfer
FIE ? YD P SSTERV F 1Y T
Explain in different modes of
connecting to Internet.
What are different formulas for auto
sum in a spreadsheet ? Explain each
with an example.

(7+8)

(a) T AR A2 2 Rl yoR 35
SUTe S AEM Jarek F Ay
Ay |

(b) fEfSeaarmrame?

() THT W B fali fadwaret & sy &
g |

(@) What is Instant Messaging ? Explain
the different types of instant
messaging services available.

(b) What is a Digital Locker?

(9 Explain the “different
UMANG Apps

\J (6+3+6)
Fafifea, @) 9an & aren o3 @ ft

features of

)

(@) /| TREE  BUS Trme
(ETH )

(b) | WES B3I AR

ey Ta YBIR

(@ ifede ode wff (o g,

Briefly explain the following (Any three):

(a) National

(NEFT)

(b)  Slide Handout Master

(c)  Cell Referencing

(d) Immediate Payment Service (IMPS)
(5x3)

Electronic Fund Transfer

-00o0-
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