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ÍÛæ˜Û¶ÛÛ : (i) −ùÁéõ�õ ¸ÛóÊ¶Û¶ÛÛ •Ûä¨Û ÍÛÁõ”ÛÛ ™öé. 

   (ii) ›÷¾Û¨Ûà ¼ÛÛ›ä÷ −ùÉÛÛÙÈÛéÅÛ …×�õ ›÷é ©Ûé ¸ÛóÊ¶Û¶ÛÛ •Ûä¨Û −ùÉÛÛÙÈÛé ™öé. 
 
1. (…) †¶Û¸Ûä¤ø Ü¦øÈÛÛˆÍÛ …é¤øÅÛé ÉÛä× ? ©Ûé¶ÛÛ× ¶ÛÛ¾Û ›÷¨ÛÛÈÛà, �õÛéˆ¸Û¨Û ªÛ¨Û †¶Û¸Ûä¤ø Ü¦øÈÛÛˆÍÛàÍÛ ÜÈÛÍ©ÛÛÁõ¬Ûà 

ÍÛ¾Û›÷ÛÈÛÛé.  (4) 
 (¼Û) Storage Devices …¶Ûé Media ÜÈÛÉÛé ÍÛ¾Û›÷ÛÈÛÛé. (3) 

…¬ÛÈÛÛ 
 (…) Ü¸Ûó¶¤øÁõ¶ÛÛ ¸Ûó�õÛÁõÛé ÍÛÜÈÛÍ©ÛÛÁõ ÍÛ¾Û›÷ÛÈÛÛé. (4) 
 (¼Û) ¾Ûä”¿Û …¶Ûé •ÛÛí̈ Û Í¾ÛèÜ©Û ÍÛ×̃ Û¿Û ÜÈÛÉÛé ÍÛ¾Û›÷ÛÈÛÛé. (3) 
 
2. (…) …ÛéÜºõÍÛ …Ûé¤øÛé¾ÛéÉÛ¶Û ÜÈÛÉÛé ÍÛ¾Û›÷ÛÈÛÛé. (4) 
 (¼Û) Recycle Bin, Folder …¶Ûé Shortcuts ÜÈÛÉÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé. (3) 

…¬ÛÈÛÛ 
 (…) ˜ÛÛÅÛ�õ ¸Û±ùÜ©Û ÜÈÛÉÛé ÅÛ”ÛÛé. (4) 
 (¼Û) …ÛéÜºõÍÛ …Ûé¤øÛé¾ÛéÉÛ¶Û ¾ÛÛ¤éø ¸Û¦ø©Ûà ¾ÛäÉ�éõÅÛà…Ûé ›÷¨ÛÛÈÛÛé. (3) 
 
3. (…) ÈÛ¦Ùø¾ÛÛ× …ÛÈÛ©ÛÛ ›ä÷−ùÛ ›ä÷−ùÛ Menu ¶ÛÛ ¶ÛÛ¾Û ›÷¨ÛÛÈÛà File Menu ¶ÛÛ ªÛ¨Û option ÜÈÛÉÛé 

›÷¨ÛÛÈÛÛé.  (4) 
 (¼Û) ÈÛ¦Ùø¾ÛÛ× Bullets …¶Ûé Numbering ›÷¨ÛÛÈÛÛé. (2) 
 (�õ) ÈÛ¦Ùø¾ÛÛ× Line Spacing ›÷¨ÛÛÈÛÛé. (1) 

…¬ÛÈÛÛ 
 (…) ÈÛ¦Ùø¾ÛÛ× Format Menu ÜÈÛÉÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé. (4) 
 (¼Û) ÈÛ¦Ùø¾ÛÛ× …ÛÈÛ©ÛÛ Find Replace option ÅÛ”ÛÛé. (2) 
 (�õ) ÈÛ¦Ùø¾ÛÛ× Symbol Option ÜÈÛÉÛé ÅÛ”ÛÛé. (1) 
 
4. (…) Excel ¶ÛÛ Data Menu ¶Ûé ÜÈÛÍ©ÛÛÁõ¬Ûà ÍÛ¾Û›÷ÛÈÛÛé. (4) 
 (¼Û) Excel ¾ÛÛ× Cell References Š−ùÛÐüÁõ¨Û ÍÛÜÐü©Û ÍÛ¾Û›÷ÛÈÛÛé. (3) 

…¬ÛÈÛÛ 
 (…) Work-Sheet ÜÈÛÉÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé …¶Ûé ©Ûé¶Ûà Business ¾ÛÛ× Š¸Û¿ÛÛéÜ•Û©ÛÛ ›÷¨ÛÛÈÛÛé. (4) 
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 (¼Û) Excel ¾ÛÛ× ¶Ûà˜Ûé¶ÛÛ function Š−ùÛÐüÁõ¨Û ÍÛÜÐü©Û ÍÛ¾Û›÷ÛÈÛÛé : (3) 
   (1) Exp ( ) 
   (2) LOWER ( ) 
   (3) IF ( ) 
 
5. (…) Word ¾ÛÛ× Mail-Merge ÍÛ¾Û›÷ÛÈÛÛé. (4) 
 (¼Û) Excel ¾ÛÛ× •ÛóÛºõ ÜÈÛÉÛé ÍÛÜÈÛÍ©ÛÛÁõ ÍÛ¾Û›÷ÛÈÛÛé. (3) 

…¬ÛÈÛÛ 
 (…) Excel ¶Ûä× ÉÛÄõ…Û©Û¶Ûä× Screen −ùÛéÁõà ÜÈÛÍ©ÛÛÁõ¬Ûà ÍÛ¾Û›÷ÛÈÛÛé. (4) 
 (¼Û) Word ¾ÛÛ× …ÛÈÛ©ÛÛ ÜÈÛÜÈÛμÛ ¤äøÅÛ¼ÛÛÍÛÙ ÜÈÛÍ©ÛÛÁõ¬Ûà ÍÛ¾Û›÷ÛÈÛÛé. (3) 
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Instructions : (i) All questions carry equal marks. 
    (ii) Figures to the right indicate full marks of the question. 
 
1. (a) What is Input Device ? Write name and explain any three of them in detail. (4) 
 (b) Explain Storage Devices and Media. (3) 

OR 

 (a) Explain types of Printers. (4) 
 (b) Describe about main memory and auxiliary memory. (3) 
 
2. (a) Explain Office Automation. (4) 
 (b) Explain Recycle Bin, Folder and Shortcut in detail. (3) 

OR 

 (a) Explain an Operating System in detail. (4) 
 (b) Difficulty in Office Automation. (3) 
 
3. (a) Write the different Menus available in word and Explain any three options of File 

Menu.  (4) 
 (b) Explain Bullets and Numbering in Word. (2) 
 (c) Explain Line-Spacing in Word. (1) 

OR 

 (a) Explain Format Menu in Word. (4)  
 (b) Write Find-Replace option in Word. (2) 
 (c) Write Symbol option in Word. (1) 
 
4. (a) Explain Data Menu of Excel in detail. (4) 
 (b) Describe Cell references in Excel with examples. (3) 

OR 
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 (a) Introduction about Work-Sheet and advantages in business. (4) 
 (b) Explain following functions in Excel with examples : (3) 
   (1) Exp ( ) 
   (2) LOWER ( ) 
   (3) IF ( ) 
 
5. (a) Explain Mail-Merge in Word. (4) 
 (b) Explain Charts in Excel. (3) 

OR 
 (a) Draw and explain Main Screen of Excel. (4) 
 (b) Describe different Tool bars available in Word. (3) 
 

    


