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I. Four Alternatives are given for each of the following question incomplete statement. Choose the correct alternative and write the complete answer along with its question number and alphabet: 7 x 1 = 7

1) First stage in typing is

a) Beginner

b) Intermediate (middle)

c) Expert

d) End
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2) The software used to learn typing is

a) Word processing

b) rapid typing tutor

c) digital presentation

d) spreadsheet programming

3) Shortcut for Italics is

a) Ctrl + K

b) Ctrl+V

c) Ctrl+X

d) Ctrl + I

4) Table option (icon) is available under

a) Insert

b) Review

c) House

d) View

5) Shortest font size in word processing is

A) 24

B) 8

C) 72

D) 10

6) The icon used to close a document in the spread sheet is

7) Selected cell in M.S-Excel is

a) New cell

b) Active cell

c) dull cell

d) Passive cell

 II. Fill in the blanks with suitable answer 3 x 1 = 3

8) The display unit of a computer system is _________

9) The method of typing without using the sense of sight to find the keys is _______

10) Short key for copy is _______________

 III. Answer the following questions. 6 x 1= 6

12) Give an example for touch typing software

13) List any two tabs available in Microsoft word software.

14) Which kind of error is indicated by red colour wavy line?

15) What is worksheet?

16) What is workbook?

17) Write formula for adding the cells C3 & D3.

IV. Answer the following questions. 5×2=10

18) What is software and hardware?

19) Write any two uses of word processor

OR

20) Write any two spread softwares.

OR

Write the steps for opening M.S.Excel

21) Write any two tasks for which the presentation is used.

22) Write the two types of e-mail.

 IV. Answer the following questions. 4 x 3 = 12

23) What are the functions of control unit and Arithmetic and Logic Unit inside CPU?

OR

What is storage device? Mention and explain any one storage device.

24) What are margins? Explain the process of adjusting/changing margins.

25) Write the steps for the following

a) Opening a power point file

b) Saving a Power Point file

 26) Explain the following

i) Inbox

(ii) Trash

(iii) Sent e-mail

 Answer the following questions 2×4=8

27) Mention the uses of the following

a) Audio and video players

b) Video game system

c) Mobile Phones

d) Digital camera

Part – B :

I Four alternatives are given for each of the following questions/incomplete statements Choose the correct alternative and write the complete answer along with its question number and alphabet. 3 x 1 = 3

29) He_____________ in Delhi

(a) Working

(b) works

(c) workers

(d) worker

30) I _________________________ one sister

(a) as

(b) have

(c) having

(d) has

31) How much does ________________ oven cost

(a) the

(b) in

(c) an

(d) a

 II Fill in the blank with suitable answer 1 x 1 = 1

32) My brother ____________________ working

Answer the following question 1 x 2 = 2

33 List any four important values in life

 Answer the following question 1 x 4 = 4

34) (a) Change the voice for the following

i) Rama buys bread and milk daily

(ii) The shop stocks fresh fruits and vegetable

b) Make your own sentences using

beside – besides

OR

What is aspiration (goal ambition)? write your aspiration.

Information Technology Level – 2 :

PART – A :

I. Four Alternatives are given for each of the following question incomplete statement. Choose the correct alternative and write the complete answer along with its question number and alphabet

1. The impairment such as low-vision, complete or partial blindness and colour blindness is called

A) Hearing Impairment

C) Visual Impairment

B) Motor Impairment

D) Cognitive Impairment

2. Accessibility option are available under

A) Documents

C) All Programs

B) Help & Support

D) Control Panel

3. Paragraph group is available under this tab.

A) Insert tab

C) Review Tab

B) Page Layout tab

D) Home Tab

4. These are text or images included at the top of the page.

A) Footers

B) Headers

C) Shortcuts

D) Graph

5. It is a sample fill-in-the blank document.

A) Style

B) Graph

C) clip-art

D) Template

6. Autosum is available under this group.

A) Cells

B) Editing

C) Styles

D) Alignments

7. This feature allows to change the formatting of the cell based on the values

A) Conditional Formatting

B) Unconditional Formatting

C) Sort & filter

D) Freeze Panes

II. Fill in the blanks with suitable answer. 3 x 1 = 3

8) The data is broken up into bits of same sized pieces called ____

9) The expanded form of LAN is ________________

10) In the database management system in _______ table data is stored in single table.

III. Answer the following questions : 6 x 1 = 6

12) Define computer network.

13) What is template?

14) In which tab you can find/see the page setup group?

15) What is the use of autosum?

16) Which is one of the most powerful feature of electronic spreadsheet?

17) Write the steps for conditional formatting in spreadsheet.

III. Answer the following questions. 5 x 2 = 10

18) Write the steps for inserting shapes in word processing.

OR

Write the steps for inserting symbol in a word processing.

19) List the two types of views available in spreadsheet.

20) What is slide transition and what is the purpose to insert charts in slides?

21) Mention any two respond options available in meeting request.

OR

On what basis you can create appointments in calendar software?

22) Write the syntax for SELECT statement

IV. Answer the following questions. 4 x 3 = 12

23) Explain the procedure to include a header to a word processing document.

24) Write the uses of the following

a) Table b) Speaker notes c) Movie clip

OR

Mention any three applications of inserting transitions.

25) Explain meeting request. How can you schedule a meeting request using e-mail application software?

26) Write the differences between DDL and DML

V. Answer the following questions. 2 x 4= 8

27) Explain the following

a) Sort b) Filter c) Chart d) Conditional formatting

28 Mention the uses of the following

a) Insert statement

b) Update Statement

c) Delete statement

d) Create statement

OR

a) Table

b) binary date types

c) Data time

d) Report

PART – B :

I. Four Alternatives are given for each of the following question incomplete statement. Choose the correct alternative and write the Complete Answer Along With Its Question Number And Alphabet : 3 X 1 = 3

29) First Course in a meal is called

a) Starter

b) desert

c) Main course

d) beverage

30) Choose the correct sentence :

a) I will not fighting

b) I will not fight

c) I does not fight

d) I don’t fighting

31) Observe the analogy and write the answer. :

Past tense: visited :: Present tense: _______

a) Visit b) Visiting c) Visits d) Visitors

II. Fill in the blank with suitable answer : 1 x 1 = 1

32) Models are helping _____________

Answer the following questions : 1 x 2 = 2

33) Write any four components included in the resume

34. Fills in the blanks with the past continuous form of the verbs given in the bracket: 1 x 4 = 4

i) We ________ (see) the movie for the second time.

ii) In the evening, we ________(plan) to make a chocolate cake.

iii) The supermarket ______________ (office) sale on all stocks.

iv) I _________ (visit) my childhood friend Venkat yesterday.

OR

Fill in the blanks with the correct preposition given in the bracket :

a) Oh! I think that’s my bus _______________ that red truck (behind, over)

b) The florists stall is ___________________ Kumar’s house (below, went)

c) She will be waiting for me ________________ the book house (on, at)

d) We went ________________ the library (on, to)
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