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General Instructions to the Candidate : 
1.  34

Functional English

This Question Paper consists of 34 objective and subjective types of 
questions including Section – A and Section – B. Section – A consists of 
questions related to the subject Information Technology and Section – B 
consists of the questions related to Functional English. 

2.  

This question paper has been sealed by reverse jacket. You have to cut on 
the right side to open the paper at the time of commencement of the 
examination. Check whether all the pages of the question paper are 
intact. 

3. 
Follow the instructions given against both the objective and subjective 
types of questions. 

4.  
Figures in the right hand margin indicate maximum marks for the 
question.

5.  15 

The maximum time to answer the paper is given at the top of the question 
paper. It includes 15 minutes for reading the question paper.
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SECTION – A 

I. 

 7 × 1 = 7 

 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 : 

1.  

(A)  (B)  

(C)  (D)  

 The accessibility function which is designed for people who have vision 
impairment is 

(A) Filter keys (B) Toggle keys 

(C) Sticky keys (D) Mouse keys 

2. 

 

(A)  (B)  

(C)  (D)  

 The first character in the first word of the selected sentence will be 
converted to capital letter by selecting 

(A) Lower case (B) Upper case 

(C) Sentence case (D) Toggle case 

3. 

 

(A)  (B)  

(C)  (D)  

 “ABC company”. This line has to be inserted at the top of each page of a 
document. The option for this is available under the group 

(A) Illustrations (B) Header & Footer 

(C) Symbols (D) Paragraphs 

4.  

(A)  (B)  

(C)  (D)  

Conditional formatting can not control 

(A) font size (B) font colour 

(C) border colour (D) number format 
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5. 

 

(A)  (B)  

(C)  (D)  

 The option available under “Arrange windows” dialog box while opening 
multiple windows in a spreadsheet is 

(A) Horizontal (B) Square 

(C) Tight (D) Through 

6.  

(A) (B)  

(C) (D)  

 A table can be inserted into a presentation using  

(A) Design option (B) Chart option 

(C) Title and content option (D) Group option 

7.  

(A) (B)  

(C) (D)  

 Which command is not available, when the meeting organizer has restricted 
meeting proposals ? 

(A) Accept (B) Tentative 

(C) Decline (D) Propose New Time 

II.  3 × 1 = 3 

 Fill in the blanks with suitable answer :  

8. 

........................ . 

 The guided text used by the presenter during a presentation is                 

called ……………….. . 

9. ........................  

 

 To print the details of private appointments, uncheck the ……………….. 

checkbox. 

10. ........................ . 

 The basic building blocks of a database are …………………….. . 
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III. 11. A- B-

 4 × 1 = 4 

  Different options in a spread sheet are given in Column-A and their groups 
and tables are given in Column-B. Match them : 

A-  

Column-A 

B-  

Column-B 

i) 

 Format 

a)  

 Changes group, Review Tab 

ii)  

 Page Lay out 

b) 

Chart group, Insert Tab 

iii)  

 Conditional Formatting 

c)  

 Page set up group, Page Lay Out Tab 

iv)  

 Share workbook 

d)  

 Styles group, Home Tab 

 e)  

 Workbook views group, Views tab 

 f)  

 Cells group, Home Tab 

 g) &  

 Sort & Filter group, Data Tab 

IV.  6 × 1 = 6 

 Answer the following questions : 

12.  

 Browser cookies should be cleared frequently why ? 

13.  

 Name any two websites which offer free templates. 

14.  

 Why Autosum option is used in a spreadsheet ? 

15. 

 

 What is the use of linking data from other spreadsheets ? 

16. 

 

 What is slide transition in a presentation ? In which Tab transition effects 
are available ? 

17.  

 Write the steps to open a calendar using Microsoft outlook.  
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V.  5 × 2 = 10 

 Answer the following questions : 

18. 

 

 A student wants to insert clipart to his document which is not available in 
word processor. Write the steps to perform this activity. 

/OR 

  

 i)  

ii) 



   

   

Write the steps to insert : 

 i) square 

 ii) 



   

  to the word document. 

19.  

 List the advantages of section breaks in a word document. 

20. 

 

 Write the steps to insert a movie clip to the presentation using Layout 
option. 

21. 

 

 Write the items that are displayed on selecting open Journal Entry while 

editing an existing journal entry. 

22. 

 

 What is Data Manipulation Language ? Name the popular Data 

Manipulation Language. Write the two types of Data Manipulation 

Language. 

/OR 

 

 

 What is Numeric data type ? Name any two Numeric data types. 
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VI.  4 × 3 = 12 

 Answer the following questions : 

23.  

 Explain three advantages associated with networking. 

/OR 

 

 

 Suggest any six general rules and etiquettes to be followed while chatting 

using internet. 

24. 

 

 Write the steps to insert a spreadsheet that is available in the computer to  

a word document. 

25. 

 

 Explain the steps to freeze the rows in a spreadsheet. What is the advantage 

of freezing rows ? 

26.  

Explain the method of creating Forms in Database. 

VII.  2 × 4 = 8 

 Answer the following questions : 

27.  

 Explain any four views available in a spreadsheet. 

28. 

 

 What is Date time data type ? What is the advantage of this data type ? 

Write the types of date time data type and write their description. 

/OR 

 

 

 Write four statements used in database and mention their function. 
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SECTION – 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 × 1 = 3 

29. Identify the sentence that is in simple past tense 

(A) Rekha is taking pictures of the palace 

(B) Rekha will be taking pictures of the palace 

(C) Rekha was taken pictures of the palace 

(D) Rekha took pictures of the palace 

30. “The marble flooring of this building is attractive”.  

 The underlined word in the above sentence is a/an 

(A) adverb (B) adjective 

(C) conjunction (D) noun 

31. One of the examples for Dessert is 

(A) Fried rice (B) Rumali roti  

(C) Fruit salad with ice cream (D) Gobi Manchurian 

II. Fill in the blanks with suitable word given in the bracket. 1 

32. Come to the shop …………….. 5 pm. ( on, at ) 

III. Answer the following question : 2 

33. Mention any four points to be included in a job acceptance letter. 

IV. Answer the following question : 4 × 1 = 4 

34. Fill in the blanks with appropriate pronouns given in the bracket. 

i) Ravi was very helpful to ……………… when we went for trekking. 

   ( us, ourselves ) 

ii) They ate all the food ………………….. . ( themselves, theirselves ) 

iii) My mother bought a dress for …………… from the mall. ( she, me ) 

iv) Give me the book. It is ……………… . ( me, mine ) 
OR 

 Fill in the blanks using the correct words given in the bracket. 

i) You did a …………….. thing by helping the poor. ( well, good ) 

ii) I lost ……………… books when I stayed at the hostel.  

  ( several, much ) 

iii) Hello, this is Bharath Drug House. How …………….. I help you ? 

  ( can, should ) 

iv) We could not go out ………………. it was raining. ( because, so ) 
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