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Instructions to Candidates
This question paper has 2 parts: Part-A and Part-B
Candidate has to attempt all questions.
Part A has 15 Multiple Choice Questions. Each question carries 2 marks. There shall be
no negative marking. Candidate will be required to reproduce the correct response of
MCQs in MS word.
Part B has 3 practical questions, 1 each on Microsoft Word (20 marks), Microsoft Excel
(30 Marks) and Microsoft Power Point (20 Marks).
Candidate will be required to save their responses/output and take printout of their
responses/output through printer installed separately, as per the directions provided at the
examination center.
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Part— A

. Which of the following shortcut is used to open settings in Windows 11?
a) Windows +1 /
b) Windows + M
c) Windows + F
d) Windows + S
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2. MSWordisa_____ Software?
a) Presentation Tool
b) Spreadsheet Program
¢) Word Processing tool ~
d) None of the above

3. What does the pressing of End Key in MS word do?
a) Moves the cursor to the end of the documeny
b) Moves the cursor to the end of the paragraph
¢) Moves the cursor to the end of screen
d) Moves the cursor to the end of line

4. What is the minimum number of rows and columns that a word table in MS Word can have?
a) Zcro
b) 2 Rowsand 1 Column/
¢) 1Rowand I Column
d) 2 Rows and 2 Columns

Landscape and portrait are a typeof ____ ?
a) Page Orientation”

b) Page Layout

c) Paper Size

d) None of the above

w

6. What does the term “Cell” refer to in Excel?
a) A group of worksheet
b) Intersection of Row and Column/
c) A type of chart
d) A formatting option

7. In MS Excel, different arguments are separated by?
a) ,_
b) ;v
c) :
d) /

AAOLDCE2024-PaperVI-A
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8. What is the purpose of IF function in MS Excel?
a) To perform mathematical calculation
b) To create conditional statement-
c¢) To generate random numbers
d) To format cells

9. In MS Excel, which function returns today’s date?
a) DATE()
b) NOW()
¢) TIME(Q
d) TODAY() /

10. What will happen when one select a cell in MS Excel and type ™=A31"
"A. Selected cell will show an error messageX®

B. Selected cell will show “A31”7
C. Selected cell will show the same value as in A3 1.~
D. Selected cell will be blank

11. Which menu in MS PowerPoint include Picture, Text box and Clip Art?
a) File
b) Insert/
c) Design
d) Animation

12. What will happen when you select the 1% and 2" glide together and then try to insert a new
slide in MS PowerPoint?
a) The new slide will be inserted as the 1 slide
b) The new slide will be inserted as the 2" slide
¢) The new slide will be inserted as the 3™ slide”
d) None of the above.

13. Which of the following view help to rearrange slides easily and quickly in MS PowerPoint?
a) Slide Master
b) Slide Sorter~"
¢) Outline View
d) Reading View
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14. What is the domain name in the Qllﬁtﬂg@m email address?

a) one
b) two
c) three.com”

d @

15. Unwanted mails are called
a) Phishing
b) Trojan
¢) Spam“”
d) Firmware
AT &

1. Windows 11 & Qf¥vw @ie & T e & & frw eiféare &1 39 fFar s
g?

F) [dsIsT + |

@) fdsis + M

) faser + F

g) fdgar + S
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Part-B

——

Question 1 - Answer the following MS Word question: (20 Marks)

Sociology and Society .
In the contemporary world we belong, in a sense, to more than one ‘society’. When amidst
9 foreigners reference to ‘our society’ may mean ‘Indian society’, but when amongst fellow Indians

we may use the term ‘our society’ to denote a linguistic or ethnic community, a religious or caste
or tribal society.

@ GLOSSARY
Mﬁ_’v

=

< Capitalism: A system of economic enterprise based on market exchange. “Capital” refers
A} to any asset, including money, property and machines, which can be used to produce
commodities for sale or invested in.a market with the hope of achieving a profit.-
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*

Dialectic: The existence ° action of opposing social forces, for instance, social constraint

W and inidividual will
& % Social Constraint: A term referring to the fact that the groups and societies of which we
o area part exert a conditioning influence on our behaviour.
% Values: Ideas held by human individual or groups about what is desirable, proper, good or
9 X bad. Differing values represent key aspects of variations in human culture.
g < Empirical Investigation: A factual enquiry carried out in any given area of sociological
\ study.
X ’
i.  Type the above text in MS Word as it appears with number of words in place of X: (10
marks)
ii.  For the whole text keep 12 font size in Times New Roman font. (1+1 marks) -~
iii.  Underline and strikethrough the title. (1+1 marks) <
iv. Draw a border outside the sentence starting with “Dialectic”. (2 marks)~
v.  Show the alignment of the whole text except the title as “Justified”. (2 marks)-
vi. Display page numbering in the footer in bottom left of the page in ‘Rounded Rectangle’
format. (2 marks)
;:/uestion 2 - Answer the following MS Excel question: , (30 Marks)
CIRI c2 C3 C4 C7 C8
R2 1st Quarter of FY 2024-25 2nd Quarter of FY 2024-25
Compan | Gross Gross
R3 |y Revenue(A) Deductions(B) | Revenue(E) Deductions(F)
R4 X 22537890 13165987 24870345 13749732
R5 Y 17888472 7156669 15733769 6673287
R6 Z 35890667 18122456 37156312 18555627
R7 Total M N Q R

From the above data answer/calculate the following in MS Excel Worksheet:

1.

Type the above table along with the data after including all the answers of following (ii-
iii) questions with ‘Centre Text Alignment’. (5+1 marks)
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ii. ~ Calculate in the worksheet and fill or insert as necessary, the Columns C5,C6,C9,C10 &
C11(C6,C10 & C11 Rounded to 2 decimal points). (1+1+1+1+2 marks)

C5 C6 C9 C10 C11
Quarter * over
Quarter %
R2 change
Adjusted Adjusted CH » _D)* ! WZD
Gross Gross License :
Revenue License Fee Revenue License Fee Fee(l)=H-
R3 (C)=A-B (D)=C*6.7% (G)=E-F (H)=G*7.2% D/D*100
R4
RS
R6
R7 0 P S T

iii. Calculate in the worksheet and fill Total of Rows R4,R5 & R6 in R7 against -
M,N,O0,P,Q,R,S & T.(8 marks)
-1

iv. Insert a chart in the following format with Chart title as “Revenue” indicating Data Label
and Axis Titles as below. (5+1+2+2 marks)

Company Gross Revenue Deductions
X 22537 13165
Y 17888 7156
z ¢ 35890 18122
Revenue

2 17888

g m i PR ot e v 4 Nt e v s s 48

o=

; 10000 . s

0 A ‘ | ;
X Y 2
Company
0 Gross Revenue 0 Deductions
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Question 3 - Create MS PowerPoint Slides with the following information: (20 Marks)

i, Make a plain slide with title as ‘Cyber Security’ in 41 font size and Bookman Old Style

font. Underline and Bold the title. (1+1+1+1 marks)
ii.  Insert new slide with title as ‘Safe Practices While Searching’ with 31 font size in Times

New Roman font, Italic and with ‘center alignment’. (1+1+1+1 marks)~
iii.  Write following sentences exactly in the content of the 2" slide in Times New Roman font
with 21 font size and ‘left alignment’. (3+1 marks)

1. Itisalwaysadvisable to access resources from websites which have “https” in the URL.
2. Make sure the “Safe Search” setting of the web browser is ON.
3. Choice of the web browser should be of utmost priority.

iv.  Double strikethrough the above 1™ sentence. (1 mark) ~
v.  Insert ™aco symbols after the above 2 sentence. (1 mark)
vi.  Insert Slide number and date at the bottom of all slides. (2 marks)
vii.  Open slide sorter view of the presentation and take a screenshot of the page. Insert 3™ slide
with title as ‘Screenshot” in 31 font size in Times New Roman font and ‘centre alignment’.
Paste the screenshot captured above in the content of the slide. (I:-T+2 marks)

g
e 1 - TAofld e a8 T & W & (F 20 37F)
FASIIE Td FATS
HABIT AT 3, T TEN | oG S Al FH T S FAST W S g0 | o
g1 TSR & &g e @A a1d A @ AN FART Ao HRAT WA @
TehdT § et AR & ST GAR GATST T AIVT, THGH, 37 AT A AT SeToTTa
& T #F o forar o T B
regTaelt | |
& g‘%ﬁmm_m@rwm, Gﬂﬂ:mﬁmwmmﬁa%l
Yot & 3T & FIS U, St e, orawt wa A anfe anfRer € S R
& U avq3t & 3cUed # 3y Y S § AT TEAR F AH FAN F
e O RfFd & o W #) 7g IR 3eE & a3 SR
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& GagaIcHF- WHAITSIR dlehdl & TR &y R 7 3T TACIHAA S, amm

arear 3R safFaea soor|
mmmmwwamﬁsﬂa@ra#aam%%mmmmm
F B § 3 N UaER A 3Elgen & Rae @ THId A §

o oo AR 7 WA @R AR S aren AR T FEd g, w6 g, s

1.

vi.

g o I R Jow AT W B AT & g g6l # gl )

o HFHEF HedWoT- AR Hewyer #F u a1e Rl off & 3 r oy areh

TARF 9|

IRNFT IS a7 AT a7 & 3T & vATE 95 A BT &, X & T W IS
H Fo wsal & wEar | (10 3F)

R 76 & AT e o wiee Terge # 12 Hiee AR W (2 3F)

M & WWIfhd HT 3R FEBHY R (1+1 3)

‘TaCATHE” ¥ Y §Y aTel AEd & aEr 3R ST T (2 3)

e f¥ss, FFqel are % E@@oi(alignment) A SRR ustified’ds T A
fe@d| (2 3tF)

T A 9% fAel 3R gS6 FAGA H MR HI(W3E3 W) e 7
weRid #X1 (2 3F)

na 2- ArAf@d tATE vedd R & F7TW G (30 3=)

C1R1 | C2 C3 C4 C7 Cc8
R2 T af 2024-25 o famE | forlwr o 2024-25 gfadar fawe
R3 |&9elt | o 3m7 (A) Feldr (B) F I (E) Feldl(F)
R4 | X 22537890 13165987 24870345 13749732
RS | Y 17888472 7156669 15733769 6673287
R6 | Z 35890667 18122456 37156312 18555627

R7 | =a M N Q R

IRFT 3T ¥ THTH T adeie & AEaild i aIuEr SR O
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Fex THee W@ F 5T B (5+1 3F)

THTH TR gl & a0 S TaFH g&ar C5,C6,C9,C10 & C11(C6, C1g
g C11 q3hss 2 ouwad eg o) F NOTHAGIR Hied S|
(1+1+1+1+2 3®)

C5 C6 C9 C10 C11-
foamgr &
faamsr %

R2 aRada

SE DI CEIRIED] A Yo

TN | eAE Yo | T I | AISHE (I)=H-

R3 | (C)=A-B | (D)=C#6.7% | (G)=E-F | esh(H)=G*7.2% | D/D«100
R4 | |

R5

R6

R7 |O P S T

iv. ﬁmwﬁwaﬁgﬁﬁwwgﬁw“m’amﬁmwm

TATH THA aF dfic # 0T X R4RS IR R6 & Fer g R7 A

M,N,O,P,QR,S @ T & | (8 3F)

dad T 3eRar s it A
Yl Sl Y Feldr
X 22537 13165
Y 17888 7156
Z 35890 18122
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40000 35890
g 30000 22537
'E 20000 13165 17888 18122
10000 g ‘ ‘ 7156 e
X Y A
waf)
UFw g Ot

nT 3 - REARAT IR & TY UF qa7 giee Joledd da0. (20 3%)
i. 41 Biec IR AR A off wiee wger F @R FRom MF & @y &
e T1ss §a¢| MF i Wifha 3K dies HL1 (1+1+1+1 379)

i. T ot Bl WIS #, 31 Biee HHR & T, 3efos 3N FX W@ (F
JegaHe)H WSl IRd THY g s e & td 78 Foss sl
(1+1+141 3(F) |

jii. T oY Blec TS H, 21 Hiee IHHR AR TT WIUN(AFE HABANC) & T
GEl TIgs A et arerdl i faeger tar ford: (3+1 3)
1. GAA 34 J9ERS ¥ HETUA! ah Tgae A Feg & S ¢ e URL A
“hitps” B
2. giaRaa # & 49 IR A “@AT T IReT 709 B
3. d9 FI3 FT old Haleq GrifAsdar FT glar el

iv. 3WIFT Ygo aFT & 39 Tgrsahy(double strikethrough) FY| (1 3)

V. SRFT B dET & a1 Moo Felid S (1 37)
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vi. W TS ¥ A womgs At AN al@ sl (2 3)

vil, YRR T ToEE WX o @et AR o7 v Bhierelfe o e o piee TR,
31 whe R AR e AU Iemsee) # ‘wheie” dtE & Y
Mmaﬁlmﬁa‘@ﬁm%%m%aﬁzm}mﬁl
(14142 3i%)

END
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