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1. Please read the instructions carefully.
2. This question paper consists of 21 questions in two sections- section A & Section B
3. Section A has objective type questions whereas section B contain subjective type questions
4. All questions of a particular section must be attempted in the correct order.
5. SECTION A – OBJECTIVE TYPE QUESTIONS (24 MARKS)
i. This section has 05 questions
ii. There is no negative marking
iii. Do as per the instructions given.
iv. Marks allotted are mentioned against each question/part.
6. SECTION B – SUBJECTIVE TYPE QUESTIONS (26 MARKS)
i. This section contains 16 questions.
ii. A candidate has to do 10 questions.
iii. Do as per the instructions given.
iv. Marks allotted are mentioned against each question/part
SECTION A – OBJECTIVE TYPE QUESTIONS 
Q.1 Answer any 4 out of the given 6 questions on Employability skills.
	1. --------- is process of sharing information between two or more people.
		(Communication, Response, Feedback)
	2. --------- feedback gives a vague response to the receiver.
		(Specific, Non-Specific, General)
	3. Feedback results into effective------
		(Listening, Reading, Shouting)
	4. A ---- is a person for whom the message is intended.
		(Decoding, Channel, Coding)
	5. ---------- feedback suggests a need for change in the mode of communication.
		(Positive, Negative, Mechanical)
6. The ------- the response, the more effective is the communication cycle?
(Slower, Quicker, Clear)  
Q.2 Answer any 5 out of the given 6 questions.
	1. The ------------ is the most common medium of communication?
		(Visual, Oral, Written)
	2. The orgin of the word communication is --------
		(Communicate, Communicare, Computer)
	3. Which of the following is not a form of non-verbal communication?
		(Facial expression, Hand gestures, Spoken words)
	4. -------- is the most important component of verbal communication.
		(Speaking, Writing, Listening)
	5. Which of the following Cs is  NOT one of the 7Cs?
		(Clarity, cooperation, courtesy)
6. Public signs and visual symbols are a part of -------------- communication.
(Written, Verbal, Visual)
Q.3 Answer any 5 out of the given 6 questions.
	1. In a Word processor, ---- option is selected for a scaled resizing of an image.
		(Keep ratio, Original size, Relative)
	2. Ramus wants to remove the unwanted area of the image.  Which option should he use to complete the task?
		(Cut, Crop, Copy)
	3. Aisha is book editor.  She wants to change the indentation of all paragraphs and change font of all titles in the book.  Which feature should she use to do it easily?
		(Templates, Styles, TOC)
	4. Which key can be used to manage styles?
		(Shift+F11, Ctrl+F11, F11)
	5. How many tabs are there in Index/Table dialog box?
		(3, 4, 5)
6. Which tab option of menu bar is used to create TOC?
(View, Insert, Format)
Q.4 Answer any 5 out of the given 6 questions.
	1. When you open a new spreadsheet, by default, it has a sheet named ----- which is managed using tabs at the bottom of the spreadsheet.
		(Sheet1, Untitled 1, Worksheet1)
	2. In Calc, arguments passed to a macro from calc are always-----
		(Cell reference, value, both a&b)
	3. ----------- is more elaborate from of Goal Seek.
			(Solver, Macro, Sum)
	4. Which menu has the subtotal commands in Calc.?
			(Tools, Sheet, Data)
5. Which of the following performed to achieve the Goal as per the target values?
(Subtotal, Goal Seek, Solver)
6. By default, sheets tab is present at the ------------ of the spreadsheet.
(Top, Bottom, Left)
Q.5 Answer any 5 out of the given 6 questions.
	1. Which key is used to make the selected text italic?
			(Ctrl+I, Shift+I, F1+I)
	2. Windows 10 operating system developed by
			(MS Word, Microsoft, Software)
	3. ----------- is the term of negative stress.
			(Distress, Eustress, in stress)
	4. Which tab contain shapes option?
			(Insert, Format, Home)
	5. The cell reference in a spreadsheet for cell B2 to F15 is -----------
			(B2:F15, B2; F15, B2-F15)
              6. Intersection point between a row and column is called----------
			(Cell, Row, Raw)
SECTION B – SUBJECTIVE TYPE QUESTIONS.
	Answer any 3 out of the given 5 questions on Employability skills. (3X2 = 6 marks)
7. What is encoding?
8. What do you understand by descriptive feedback?
9. Who is the sender?
10. Define oral communication?
11. Write any two principles of effective communication?
Answer any 4 out of the given 6 questions. (4X2=8 marks)
12. Give any four styles available for application in Writer?
13. Define paragraph style?
14. Difference between character style and page style?
15. What is the use of macros in a spreadsheet?
16. Write any two features of spreadsheet?
Answer any 3 out of the given 5 questions. (3X4=12 marks)
17. Define the followings
Subtotals
Consolidating data
18. Define Scenarios and Solver?
19. Difference between relative hyperlink and absolute hyperlink?
20. State any two purpose of using template in a Word document?
21. What do you mean by grouping of object?
-----------------------------------------











 



 






