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General Instructions :
1. Answers 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 p.m. 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. Answers for all questions, including matching, true of 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. 69/S/ACV/A, Set-A on the Answer-Book.
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CER TIFICATE IN BASIC COMPUTING
 U  

(608)
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Note : All questions are compulsory and carry marks as indicated against each question.

U    U U     U    U

1 Identify the scanner and monitor from the following devices;1

OCR, LED, CRT, OMR

 UU   SU U UU  U 
U, U, UU, U

2 Start button, Task Bar, Computer icon and Network icon are most used1

_______ elements.

SUU U, US U, UU  U U  U  U 
______ U U

3 Write any two benefits of following E-mail etiquettes while sending E-mail.1

-       - UU  U    U  

4 Define cyber crime and give examples. 1

U U  U  U UUU 

5 Define 'Recycling" with reference to E-waste management. 1

-SU     U  U  U?

6 What is Passport Seva? 1

U   U?

7 Reserve Bank of India has initiated and maintains a very important E-service1

which gives liberty of transferring any amount of money from any where to
any where in a time effective manner.

Name this service and give a brief description.

U U     U -  U  U  U UU 
U U    U      U U  U    
  U U
     U  U 
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8 Name any two workplace practices which are universally acceptable.1

 M  S U   U  

9 (i) What is the importance of seeking support while dealing with customers?2

(ii)Why should you be formal while communicating with your customers?

(i) U   U  U   U  U?
(ii)U   U    U M  U   U?

10 Define the following: 2

(i) DVD
(ii)Memory card

  U 
(i) UU
(ii)U U

11 Amit has saved a file with the name C1, but later he wants this file to be2
renamed as chart 1. Write the steps to do the same.

    C1        U       U 1

 U U  U  SU 

12 Explain the options found under the review tab which help the reviewers to2

review a presentation?

U         U  UU U  U
U      U

13 Write the steps to insert Hyperlink in your presentation. 2

 U  UU U U  SU 

14 Describe any 4 core characteristics of storage device technologies on the2
basis of which they are differentiated.

SUU U   U U      U U U U
  U

15 What is an E-mail account? Write the steps to create an E-mail account.2

- UU  U?  - UU   SU 

16 Define the following: 2
(i) Dysgraphia
(ii)Autism

   U 
(i) US$
(ii)U

17 Explain the working of internet. 3

UUU    U 
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18 Write the steps to : 3
(a) Rename worksheet

(b) Freeze panes in a workbook

(c) Open an existing workbook.

SU  
(a) U  U    
(b)    
(c)      

19 (a) Suppose you have inserted any CD or DVD in the drive and you2+1=3
see that it is not working, what steps will you take to solve this problem?

(b) Write the steps if you find that your mouse is not responding.

(a)    U   U  UU U  U U   U  U 
U U UU U    S       SU ?

(b)    U   U  U U UU U    SU ?

20 Describe any three disadvantages of social networking. 1+1+1=3

 UZ  U     

21 Consider the following document created in MS Word and answer the4
questions that follow:

MS U  S        U U    UU  
Temple Town Bhubaneswar

The Mukteswara temple is located in the city of Bhubaneswar and is known

for its intricate carvings.
Rajrani temple in Bhubner attracts tourists for its ornate sculptures which

depict anecdotes from the Hindu Mythology.
Lingraj temple in Bhubaneswar is dedicated to Lord Shiva and temple's

architecture is a blend of Kalinga and Dravidian styles.

(a) Write the steps to align the second paragraph as right aligned and the last
paragraph as justified aligned.

U U  UU     U  U  SUU 
   SU 

(b) Change the first paragraph to upper case.

U U  U   U 
(c) Find the word Bhubner and replace it with the word Bhubaneswar.

 Bhubner   Bhubaneswar     SU 
(d) To change the line spacing of the given text to double line spacing.

  USU   S  U  S    SU 
______________
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