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General Instructions :
1. Answer of all questions are to be given in the Answer-Book given to you.

2. 15 minutes time has been allotted to read this Question Paper. The question paper will be
distributed at 02.15 p.m. From 02.15 pm to 02.30 p.m., the students will read the question paper
only and will not write any answer on the Answer-Book during this period.

3. Candidate must write his/her Roll Number on the first page of the Question Paper.

4. Please check the Question Paper to verify that the total pages and the total number of questions
contained in the Question Paper are the same as those printed on the top of the first page. Also
check to see that the questions are in sequential order.

5. Making any identification mark in the Answer-Book or writing Roll Number anywhere other
than the specified places will lead to disqualification of the candidate.

6. Answer for all questions, including matching, true or false, fill in the blanks, etc., are to be given
in the Answer-Book only.

7. In case of any doubt or confusion in the question paper, the English version will prevail.

8. Write your Question Paper Code No. 70/S/ACV/O, Set on the Answer-Book.
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CERTIFICATE IN BASIC COMPUTING
Sf¥res wefe § T
(608)

Time : 2 Hours | [ Maximum Marks : 40
g ;2 902 | [ quTieh : 40

Note : All questions are compulsory and carry marks as indicated against each question.
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1. Identify as Hardware and Software among the following : 1
MS-Office, Mouse, Windows-7, Keyboard
= 9 9 gréae 3T gigeaat b ug=H I

THUE - e, A, foes-7, e

2. Expand EEPROM. 1
EEPROM #! TaHde ST |

3. Define Instant Messaging Service. 1
TEde TS T i afeam forg |

4. What is the role of an Antivirus Software ? 1
TAIRE Gigeaat hi yfvams fafge |

5. How are mercury and plastic material, found in E-waste, harm human body ? 1

3-O § 9T T 9ol WeATreeeh eTef SR Herflt ford o § Wia SRR <l 81 U5 Thd & ?

6.  Write the names of any two cloud storage. 1

fopegl 1 FTISe RSl b -1 ford |
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7. Whatis UPL?

Ff3TTS (UPI) T 8 7

8. How can you say that “punctuality is one of the best among workplace practices” ?

“HTIEIA W T TH 9T 31T H el 31<31 & G <hl qEd)”, VHT 3719 8 g Hehd
g7

9. (1) What is the very first thing to be done to make a customer happy ?

(i)  Why short form of words or sentences should not be used while communicating

with the customer ?

(i) T o G i o oTT T Tt I = BT AMMEY ?
(i) TT&h Y ITATcAT shid THT Iea] 3T ATeRIT <1 BT €Y FA1 JANT T&i hEAT AMET 7

10. What are the functions of the following ?
(i)  Thermal printer
(i) Plotter
fAsFnaRs ?
() o fiex

(i) e

11. Reeta wants to copy a file ‘ABC’ to a folder ‘XYZ’. Write the steps to do the same.

{1 B3 ‘ABC’ I Bleel “XYZ’ H hidl i1 =Tgdl & | W6 i o L forflgu |

12.  Write the steps to insert a saved audio on your presentation.

I YsieeSM T 89 Toht MU i ol 3768 e o & foifigu |

13. Describe the sections of a Review tab and their functions.

Tt 9 % @UEi %1 AU HIT 3R 37 HE1 1 AR |
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14. Write the steps to create our own personal workspace that allows us to store, organise

and share our files using Google drive. 2

gl 3ot fooft aeheerd s % fote o ferfigw, fomereh grr g9 TpTer gred b1 IU=RT ik
AU IS bl W, STAATES 3T IR HT Hehl |

15. What do you mean by the term attachment while sending an E-mail. Write the steps to

attach a file with your E-mail message. 2

30 WS HT 1SN IMeC AT AT FHIA & 7 AW 3-UA HES & Y Uh BIEA
JHETHE HH o T fifigu |

16. (i) How is an assistive listening device useful for hearing impaired persons ? 2

(i) Write the name of any two input devices which work as assistive tool for

persons with disability.

(i) ™ U HH G d1c] ATl b (010 Ueh T G- ATl ST ohd TehR ITAT
g ?
(ii)  Toelf €1 37ge IuehTuTt o T ford ST feeam i =6 foTe Treres firg &rm |

17. Define the following : 3
(i)  Intranet
(i) Wired connection

(iii) History feature of Web browser.

e < i forfem

(i) FgHe

(i) TS HIRH

(iii) 99 STISR h1 FEE h=R
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18. Consider the following spreadsheet and answer the questions that follow :

A B C D E
I | Class1 | Class2 | Class3 | Class4 | Year of Admission
2 45 50 35 40 2020
3 50 55 40 45 2021
4 60 60 60 60 2022
5 60 60 60 60 2023
6 65 65 65 65 2024
(i)  Write the steps to change the font style as bold in row 1 and font size from 10 to
12.

(i)  Write the steps to change the colour of each row starting from row 2 to row 4 as
Red, Green and Yellow respectively.

(iii)) Write the steps to add a column to the left of Column E and enter the data as
given below :

Class 5
38
46
60
60
65
e igsfie i & 8 W@d 5¢ i feu 7 3941 w1 I i -
A B C D E
1 | Class1 | Class2 | Class3 | Class4 | Year of admission
2 45 50 35 40 2020
3 50 55 40 45 2021
4 60 60 60 60 2022
5 60 60 60 60 2023
6 65 65 65 65 2024

(i) U 1T B LIEA bl Sieg HL 3T BV TES i 10§ 12 I & = fefgu |

(i) U2 T LU 4 Toh SHA: TATA, BU I HieAT T s o fore & fafan |

(iii) Pt E o STS 3T Tsh icTH SA1eH b W feAlagu 373U STeT 36 UL I |

Class 5
38
46
60
60
65
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19. (i) What will you do to restore system files and settings ? 3
(i) Explain the function of system recovery.

() Toeen et 3 afém = fee 1 & fow 3 | i 72
(i) Ty ferad) &1 %™ 9uH W |

20. Define the following : 1+1+1=3
(i)  Social Networking
(i) Blog
(i) Digital footprints
1 =1 ftwTia iR :
() I Sedfeh
(ii) AT

(iii) Tefrest pefiica

21. Consider the following document created in MS-Word and answer the questions that
follow : 4

Artificial Intelligence (AI) is a revolutionary technology that enables
machines to think, learn and act like humans. Problem solving, decision
making and language understanding have become easy using Al systems. Al is
transforming industries and the way we live and work.

(i)  Write the steps to change the case of the given paragraph to uppercase.
(i)  Write the steps to align the paragraph text to the Right margin.

(ii1) Write the steps to add a header to the document.

(iv) Write the steps to decrease the font size from given 12 points to 8 points.

UY-98 § 9IR fopu U {1 Sees bl e | et e I o 3 e

Artificial Intelligence (AI) is a revolutionary technology that enables
machines to think, learn and act like humans. Problem solving, decision
making and language understanding have become easy using Al systems. Al is
transforming industries and the way we live and work.

(i) few e ST Y 3o 3 1 geen % vy foflay |

(i) T THRL hT TFE TR o 1Y UATS hid o L feAfau |

(iii) TeT T T Bl T & % W faAfaT |

(iv) IU2 G138 oI feU T 12 Ufse W T2 § Ufse ohid o ot W faifiau |
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