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All questions are compulsory. The marks allotted for each question are given alongside
the questions.
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Write your name, enrolment number, Al name and subject on the first page of the answer
sheet.
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Answer any one of the following questions in about 40-60 words.

A.

afta 33 T, aF Teferar U & Uieiae UX &1l o Tl & | T o Uiotae ar
HUAT RETT QU I & a6 SHA b ART AT B ISl Hail| AT o Holde
WIS S5AclS A ol &, Afched 38 HTIX W BISd e [Hel T &1 I 370
HY TR BIST HH & Tehel! &2 [UTG 2 8]

Sangeeta and Rama, two friends, are working on the same project. Sangeeta, after
doing her part of the project, sent the file to Rama through email. Rama has
downloaded the project file but is unable to find it on the computer. How can she
locate the file on her computer? [See Lesson 2]

AT o e § 330 YR F Ul Bigd Bellc H & 98
TR {Eed PR & FIRT 38 Y aUg o1 Jbd) &7 (U6 2 3]

Sangeeta accidentally deleted the project file from her computer. How can she
retrieve it through operating system features? [See Lesson 2]

Rafaf@a usi & O e T T 3o ST91IT 40-60 AT A EIfST| 2

Answer any one of the following questions in about 40-60 words.
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Mr. Rajat, an accountant, is creating an expense sheet. How will he enter and
format data so that: [See Lesson 6]

. Currency symbols (X) appear automatically in the “Amount” column.

e  Values of the Date of expense column appear in DD Month YYYY format.

B. [, v FEioR, f a8 NATHIT ATFCdIR H &S SEdTdell U B HIAT
¥l g g& AT divedw® (@.U1.9.) F B cEardeil W A Hd B Gl
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Simoni, a story writer, is supposed to work on multiple documents in Word
Processing Software (WPS). How can she do work on multiple documents in

WPS? [See Lesson 3]

3. FFafof@ausisd & el v &1 3aX ST 40-60 el F ST | 2

Answer any one of the following questions in about 40-60 words.

A AT A 33l 3R U T (W) WX U A9 AR SEetd R ¥,
oIfeheT 3 TeHETH §31T o T FHEATT el o TeT &1 58 S8 ITgEeil el elal| ag
T Y I FhlT &2
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Shreya has just installed a new software on her Personal Computer (PC) but she
realised that it is causing issues. She needs to uninstall it. How can she do that?
[See Lesson 2]

B.  3Ue ALY UATeR T fead & Heifdd Ueh Al ae11s & 3R 38 310 SEheiy U Heoll
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You have created a movie related to International Environment Day and saved it on
your Desktop. Later, you decided to move it to a folder named '"Movies" in
Documents. How will you do this? [See Lesson 2]

4. faeafaf@ausi d @ frd T &1 AR A9THIT 100-150 LTeai F AT | 4

Answer any one of the following questions in about 100-150 words.

A, ANATT FAhd, Teh THRT G136 # de1fas &, 3 a8 rafder afredy # 310
Tl & & MU Yiatere dhl Uratere RUIE a1 & & | I 370 GEdTd S ol Teldl H
38 UrET 3R urs # aRada @19 A1 3T SUDNTHA3NT gRT 36 oo Ugd ol
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Mr. Jacob, a scientist in a government organization, is making a project report of
his recent confidential project in word processing software. He wants to protect his
document from accidentally changing its format and text or from other users to get
access to it. Help him by telling the steps of the same in detail.  [See Lesson 3]

B. T, S 3MSE &3 A AT €, & 3r3f-31ef oS vrARYer Aivedax & IR A
W@ Y& fhar &1 T 7T Ehieriic # f&@rT a1 geeh! HY Ugarda # 3aeh
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Rachna, a beginner in the IT field has just started learning about word processing

software. Help her identify the components shown in the given screenshot. Also,
mention the purpose of these components in brief. [See Lesson 3]

5. Fafef@ausid @ O ve &1 36 J979971 100-150 Qree) & ST | 4

Answer any one of the following questions in about 100-150 words.

A, HATE &G, S X B & HETT TA8TH §, Pl 310 G HeT i veh aAfha aRoma
e IR =T &, [T 3o 9011 & forw faffiea Fa/dea oo aXa &
3TTATHRdT & Fohdll &1 3ot dea? fadwor & forw fAffiea yeR & @1c & wu &
ST Ul YA Y 3 IMaRIBAT & Hehell &1 38 HIFCAA I ATH FT o0 e
U 3e¢ 1A el YE HIAT AT | HIY &Y, ST 3T ATFCAI/TTADLAA I
[ TR & IOT H Seord | [UTS 6 ¢W]
Mr. Rajat, a class teacher of X B, needs to prepare a consolidated result sheet of his
whole class, in which he may need to apply various formulas/functions for

calculations. He may also need to represent the data in the form of a variety of
charts for better analysis. Suggest the name of the software on which he should
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start working. Also, mention the steps to start the suggested software/application.
[See Lesson 6]

B. g, ue gfeol, 309 R & wdl & AGAR aiffe g IR & &
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[UTs 6 ¢H)
Supriya, a homemaker is preparing a month-wise annual budget of her household
expenses. She has already done it for January, February, and March in separate
sheets. Now she wants to add more sheets to make it for the remaining months.
Help her by telling the steps of the same. Additionally, she may want to rename the

sheets for better organization. How will she do this?
[See Lesson 6]

6. faeataf@a uRASEmst # @ fRdl Ud Y o918797 500 e A AR HITAAT| 6

Prepare any one of the following projects in about 500 words:

A T fagvE 3ATe F @ & # duea e Qe ¥ §EOd §S e
thd T § 3R 3 & F8ver & fow 3@ Weefic divedww & Tada
forar §1 deot & fow sgar whiaelic Jer am 3 §: [UTs 6 ¢W]

Daniel, a sports analyst has just gathered some data related to the recently
concluded Olympic games and stored it in a spreadsheet software for further
analysis. Screenshot of the same is given here for the reference: [See Lesson 6]

e

A B L

PARIS OLYMPICS 2024

> COUNTRY | MEDALS | POPULATION
3 | CHINA 91 1428
4 US 126 332 M
s BRAZIL 20 203 M
6 INDIA 6 1.45B

fAFfaf@a usl & 3 ¢ # 3uHT Acg H:

i aghdMe A Fe “Helfih-2024" Sz & w17 ford|

i. e 3R gaw F Ssie 7 Faa Reis 3R ses e 7w
i. 38 e &1 We3mse a9 & TN FT Seold B

Help him in answering the following questions:

1. Write the steps to add the footer “Olympics-2024” in the worksheet.
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ii. Count and tell how many records and columns are shown in the spreadsheet.

iii.  Mention the steps to take the printout of this sheet.

B. {HAWd, cHdl HE &l ©F g5 WAFHT GredW # Walde a1 @ &l
ae 30 BISd Bl Gl diedl ¢ fofd W g Ugel P H & ATl 39
AL TWOT IdT TP Fee B Wode RAE gff @9 & are, 38 3q
METH BiHc # QT BT BN 38 Bl § TWOT HUAA A1fe0? A A,
38 AfChT A BT HAecd W IATT| [T6 3 ¢H]
Ramanpreet, a class X student is making a project in word processing software. He
wants to open the file in which he was previously working. Help him by telling
him the steps of the same. Once the project report is completed, he needs to save it

in PDF format. What steps should he follow? Also, mention the significance of the
shortcut menu to him. [See Lesson 3]
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