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General Instructions:

= fAder

This Question Paper consists of two parts viz. Part A: Employability Skills and Part B: Subject
Skills.

9 YU H T 9NT B0 &1 AT & : AoTR I 3R 9T @ : fqw e |

Part A: Employability Skills (10 Marks)

AT & oK B (10 3P )

i.  Answer any 4 questions out of the given 6 questions of 1 mark each.

fRd e gl #9 oy fY 4 ol & SR < | ISP YT 1 3 BT 2 |

ii.  Answer any 3 questions out of the given 5 questions of 2 marks each.

e T 5 geAl # o ot 3yl B SR S| URXD U 2 3D BT B |
Part B: Subject Skills (50 Marks):

T @ : fdvg Pere (50 3id)
iii.  Answer any 10 questions out of the given 12 questions of 1 mark each.

o T 12 gl § Y WY 10 YT B SR S| UAD UIT 1 3 bl g |

iv.  Answer any 5 questions from the given 7 questions of 2 marks each.

oy T 7 yvAl # fod) i 5 Ul & TR | TP YT 2 3h Bl 2 |

v.  Answer any 5 questions from the given 7 questions of 3 marks each.

oy T 7 yvAl # fod) i 5 gl & TR | TP YT 3 3b Bl 2|

Vi Answer any 3 questions from the given 5 questions of 5 marks each.

o T 5 gyl H N N 3 gl B SR | UAD U 5 b Bl 2|

2. This question paper contains 42 questions out of which 30 questions are to be answered.
9 YU H 42 U B 8, fORTH | 30 U & SR < BN © |

3. All questions of a particular part/section must be attempted in the correct order.
el faRIY 9RT / TgMTT & ) Uel &1 el ¥ H IR AT ST =anfy |

4. The maximum time allowed is 3 hrs.

frpad 9y 3 B 2|
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PART A: EMPLOYABILITY SKILLS (10 MARKS)
AT & AR DA (10 Marks)

Answer any 4 questions out of the given 6 questions of 1 mark each:

fRAITN e 9 il N 4 U @ SR | TP U7 1 3/ T 2|

1.

“This house is too expensive, and that house is too small.” Is an example of
sentence.
g TR 98d Ael & 3R 98 'R 98d Vel §° —————— IR BT U SATEXVT 2 |
Answer — Compound
W_

(1)

Boo_ks are the

qeleh ———————— gl

Answer — best friend

ITR— e 3T R

(1)

Concatenation of text can be done using
a) Exclamation (!)
b) Hash (#)
c) Ampersand(&)
d) Apostrophe
16 &1 FESH BT SUANT B [haT ST FHT 8 |
@ fawmfears (1)
T g9 (#)
T IRES (&)
o Igx e ()
Answer — ¢) Ampersand (&)
TR TIRES (&)

(1)

helps an entrepreneur to understand a situation or problem by
asking oneself questions (why, what, when, how) and researching about reasons
for the situation or a problem.

——————— fodl fad &1 fadl aRRAT a1 FART ®I 939 @ foly U Iga+T 9
UBd 2 (0, &1, Hd, D) AR RAfT a1 F91 & HRON & IR H A BRAT |
Answer - Critical thinking
IR —THR A

1)

Engaging in positive and skill enhancing activities keeps our spirits
ABRIHD 3R DI T dToll TR H Holv= YT AN IR Dl
————— T 2 |
Answer — High
IR — I

(1)

Which of the following green job is relevant to water conservation?
a. Building planner
b. Water policy analyst
c. Insulator

(1)
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fr=foRaa & W DI A1 8 ATps Sl GReTUT & folv uifiTe 87
CAKEEREDINE]
T ST AIfa favey®
T fodare®

Answer - Water policy analyst

IR — ofd A

Answer any 3 guestions out of the given 5 questions of 2 marks each:

o T 5 et § fd ot 3 el & SR | UAD YT 2 b BT |

7. | Differentiate between Declarative and Imperative Sentences. Give example of each. | (2)
YOS I AR IMMSGAD TR H TR PR | TAD BT SIERI § |
Answer- A declarative sentence is the most basic type of sentence. Its purpose is to
relay information, and it is punctuated with a period. For example: | walked home.
Imperative sentences do not simply state a fact but rather tell someone to do something.
These can be in the form of friendly advice, basic instructions or more forceful commands.
For example: Turn left at the bridge.
IR— TP GINTHE TR Fad JATET YHR BT TR 2 | SHHT S IHHR Bl Rl
BT 21 3R T UH AT & A faRiAa fhan Sar 21 Seexy & v § R el
T |
S AD dTd Dl b g -8l aard ©, dfcd [l BT {B B & oy Hed & A
Aol wetre, givare) e ar sifeeier  wfddemel el & w4 H 8 Fahd © | IGENVl
% folg, g R 910 3 |
8. | What do you understand by personality? 2)
e ¥ 39 w7 A &7
Answer — Personality is relatively enduring set of traits. These traits are made up of
emotional, behavioural and mental set of characteristics.
IR— Afddcd sUeThd o1 &I WRT Fgead 2| I &9 HacHd FdeR 3R
faRarRl & AMR® W | 99 B1d © |
9. | Write down the two ways to insert images in power point slides. (2)
qIeR Ulse Wsed § e aftaferd o & <F e forg |
Answer -
a) From Gallery
b) From File
IR — &. e A
Q. BIsd |
10| Why it is important for an entrepreneur to have right attitude towards his business? (2)

Udh ITHT & oI I+ =aarg & Ufd 21 9T AT -l Ayl 87?

Answer - The meaning of attitude is one’s tendency to respond in a certain way towards a
certain idea, object, person, or situation. An entrepreneur’s attitude affects their choice of
action while running the business.

IR — gfep &1 f v MRFd ar 9w, afe ar Rafd & gfa Fi¥eg &@a |
gfAfhar &= @1 UgRT & | IId™ T §HI U SgIH Bl IIAT IAD] HRATg Pl

gwTfad BT € |
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11| Why recycling and reuse sectors are creating at least 9 times more jobs than landfills and | (2)
incinerators?

3R YF: SUANT &3l H TEe| Bl WRIg AR Db Pl ol 4 HH A HH 9 AT
arfdre AreRat Uer 8 &8 87
Answer- Because force is needed for collecting, processing and preparing material in
order to create zero waste.

SR — Hifdh I MR g9 & forg Al Udha B-A, TR R AR TR B
& g 9 @1 sravgHar e © |

PART B: SUBJECT SKILLS (50 MARKS)
4T 9§ : fasT P9e : 50 3

Answer any 10 questions out of the given 12 questions:

o T 12 g A4 ¥ &R N 10 A @1 SR |

12| There are ...... common styles of Business Letters. (2)
ARG U DI .. AW Aot €
Ans. Three
IR — I
13| # sign is used in manuscript for ......
# |1z B ST urgfafy # L & forg fopam Smar 2 1)

Ans. Inserting the space

TR — W a1 B oy

14| The intersection of a row and columns is called as ........... (2)
TP Ufdd 3R Wl & ufresed BT ... BHEl I R |
Ans. Cell
IR — A

15| There are ..... types of e-commerce. (2)
B ® . UPR &P
Ans. Four
¥Y — IR

16] There are .... Views in Power Point Presentation. (2)
IR dfge  Uoice H fohde EEp g7
Ans. Four
¥Y — IR

17| BCC is used to send........ of message to a person. (2)

BCC & SUINT fhell aafad &7 ... a9 9o & foru fovar Siram 2|

Ans. Blind (_:arbon Copy
SN — &IgS Blad Bl

18] ....... ...virus exists in Hard Drives. (1)
......... # arRd TS gigd # AgEr Y& 2
Ans. Boot Sector

IR — IRMWP &=

19| Name the words to be used in typewriting for complimentary close in a D.O. Letter. Q)
FfENAN A H eurred sy B b oy SUANT fhU S drel vreel @l T < |
Ans. Your Sincerely ‘or’ Sincerely yours

FR — JAMYBT JATATHNI AT IATSATDHNI MY

20| How many orientations are there in an Excel Sheet? (2)
TR e # fhad iRucded € ?
Ans. Two
IR — QI
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21| Define Manuscript. Q)
rgferfl I gR¥IYd &He?
Ans Manuscripts are rough scripts--hand-written or printed, having corrections--
additions, deletions, alternations and modifications etc.
SR — gigforfuar Ry foftar €1 grer @ foredl am v g€, guRaren oS, dref
faeliod, I SiR Heie onfe

22| Define slide show. Q)
TS I Bl aRTIRT P |
Ans. It is considered to be one of the easiest, most useful and accessible method to
create and present the Visual Aids.
IR — 39 fAGererd Ted a9 3R U &’ @ ot Fa¥ S|, SUAR 3R gav
fafy & 9 v | oar 2

23| Which operator is used to expand the search? (2)
Gol B AR & @ oy o9 3ffoRex &1 SuAnT fhar ST 87
Ans. “OR” operator is used to expand the search.
IR — 3MTREX BT STANT Wi BT faaR &= & v fhar Sirem 2

Answer any 5 questions out of the given 7 questions of 2 marks each:
A MW7 49 &N A 5 Ul & SR AN TAS T 2 3iF TR |

24| Write any four types of official correspondence. (2)
fdl MY TR @ AMABIRG =R Bl ford |
Ans. Any four types of official correspondence:
(). Official letters
(if). Demi-official letters (D.O. letters)
(i) Office Memorandum(Memo)
(iv) Office Order
(v) Unofficial Note(U.O.Note)
(vi) Circular letters
(vii) Endorsements
(viii) Notifications
(ix) Resolutions
(x) Press Communiqué (Press Release)
IR — A Nt TeR & NfOeRe w=m=arR 4 8
. AMEBIRE  UF /FRBRT U5
. SH AEBIRS U5 /S 3 UF /3 IR IF
T, BIATAT STIF(FHY)
g BT Sy
<. ARG Ale
9, gRu=x
IR CEINE|
A CEY
. NETS
oo o Ref G Refn)

25| What do the following manuscript signs mean? (2
iy /1 ii) eq# i) /™ iv) 9|
frferiRaa  aigfaft Hadai &1 @ Adee 87

W I (ieq (i) / A (iv) —> |

Ans. (i) New Paragraph (i) Equalize spacing (iii) Insert the matter in the margin
(iv) Justify the matter (Right Side)
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IR — 1. 9T I 2. WH GRIGR BRAT 3. AFeA DI AGA H STt
4. v Al @1 TU BT | FaRed HRAT (RIgeASS)

26| What is the difference between excel workbook & worksheet? (2
Ans. An Excel workbook is a file that contains one or more worksheets.
Data is entered into the worksheet which appears initially and each worksheet has a
name and its sheet tab at the bottom left of the workbook i.e. sheetl, sheet 2, sheet
3 etc.
IR —URIl T g UP BIgel © OTdH T AT Ub W A gpeile Bl & Sel
B B TS H SO AT TAT 7 Sl Yo A Q@ a1 2 3R IS B uFb H
2| B gRABT & -1 975 IR 1 iR IFHT e g I+l e 1, oie 2, o 3
e |
27| Enlist any four types of charts in Ms-Excel. (2)

T UH UaEd ¥ [ |l IR UBR & °C DI GAldg DY |
Ans. Any four out of the following

(1) Column Charts

(2) Bar Charts

(3) Area Charts

(4) Line Charts

(5) Pie Charts

TR - —frEfafad # @18 W IR

28]

Write the steps involved to save the presentation.

g BT g9 & oy enfiret by g =Ro &1 forikay |
Ans. Steps involved to save the presentation are:

(i) Click ‘Save As’ on office button;

(i) Choose the folder where the file to be saved;

(iii) Type the file name and then click save button

SR — U & 9 & forg ga#d wnfie ==or &

(1) ST 924 R ‘59 ®I | Ao’ W fFads o

(2) 98 BIeSY G I8l BIgel Bl G911 Sl ©

(3) WIS BT M TISY & 3R R ¥ ge4 R faad dx

()

29|

Explain the basic categories of search engine.

@Il o9 @ Hel ATl @ e & |

Ans. There are three basic categories of search engine:

(i) Primary Search Engine-Google and Altavista

(i) Web directory-Yahoo

(iii) Meta Search Engines- Dogpile, Infind, Metacrawler, Metafind and Meta Search

IR —4IS] goi BT o gﬁﬂﬁf SPRE #
(1) T @IS SOF—ITA 3IR eI
(2) 99 PRI
(3) Hel Id §oF— SMUSd, $7PhIss, HeldieR, HeThEs 3R HeRTd

)
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30

Define e-mail.

S DI GRATNT N |

Ans. It is an electronic exchange of messages. It does not require physical components
like pen, paper for compiling information or manpower for movement of messages. The
recipient does not even have to be available when e-mail is sent. It is stored in the mail
server and can be downloaded at a convenient time.

IR —IT AWl BT SggiIdh MEF—YUE & | 39 4 Haell &I Ifareiel & forg Jgaar
AT SHYHT B Hbold B AU Berd, BRI O Hifdd eedl o) Aaeddhdr 8l sl 2 |
T 9o O R UTTHA] BT SUAET B P IMMEYIRAT T8l 2| 59 T ddx H
GUEIA AT ST 2 SR 9 G S 6 99 W SISl (a1 S |HhT 2 |

(2)

Answer any 5 questions out of the given 7 questions of 3 marks each:

T R 7 # A fHN N 5 U3 &7 SR NN | TRAS U 3 3hl BT & |

31

Differentiate between Indented & Fully-Blocked styles of letters.

SR %) T8 oIk Ge—iF e B 4 SR I

Ans.
S.N | Indented Fully-Blocked
®. | 3ScS NI TIRE ¥ SFRId (el i)
.
1 It is an old style of typewriting the letter | It is a new style and also called
I8 U forast @ R el 7 | American style of typewriting the
letter.
T U s el § 3R IF Pl T[3U
B DT IFHRDBT BT el T HaT ST
2 |
2 Indented means, the beginning of first | Every line is aligned flush with the left
time of each paragraph by indenting the | margin, No paragraphs are indented
left side of the margin. and they are separated by leaving
$SC @I Aded &, Al & 91 3R two lines blank between the two
SC PND JAD UWREIMH DI IRe3MTd paragraphs
ZW?ITI o B Wl Bl d1¢ AT & A1 To
far Smar € ok &1 WRmw @ 9= ar
fopar ST 2
3 Margin may be 5 or 7 spaces of typing | Every line starts at the left side of
the remaining lines of each paragraph | margin
from the left margin B lg A & 915 3R YH Bl
HIR g N ) 9 fE @Y aTg | @
A ¥ T8Y &)1 9 Ugel 5 AT 7
W Ble. o & |

®3)

32

Write the manuscripts signs of the following:

i) Trans i) Insert space iii) insert Exclamation iv) delete v) Centralize the matter  vi)
lower case characters

fforRaa @ wigfaftal & dad ford |

1) Ti¥, 2) T STef, 3) TG 4) €STY, 5) fA9T A &I DEld &Y, 6) ARR B
GOGTAY

®3)
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Ans.

M LI
(i) #
(iiiy /!
(iv) dorD
(v) Citr.
(vi) l.c/s.c.
2 #
3 ya
4 D ar Del
5 AR
6 l.c/s.c|
33| What is the difference between formula and function in MS-Excel? 3)

MS-Excel # 97 @ik vaed & 4/ iR a1 27
Ans.

Formulae: are entries containing an equation that calculates the value to be displayed.
Formulae are used in (i) simple addition, subtraction, multiplication and division; and (ii)
complex formula involving a combination of arithmetic operators for example to add the
values of cell D1 through D5 -- type the formula’=D1+D2+D3+ D4+D5” .
Functions: The built-in formulae are called functions. The users have to provide the cell,
references or address only. These are called arguments of the functions that are given
between a pace of parentheses (). For example, to add the values of cells D1 through D5
through function is: “=Sum(D1:D5)

IR — A : J glaftean fH g AHIGBROT BT 2 S USRI 8 arel d19 &1 T[0T
BT B | I BT STAM
() ¥_a Sire, gcm@, oM 3R 9T faar mar 2 &R (i) SareRer & oy iR
ARSI & FIISH DI AMHAA A d1ell Silcdl g4 D5 & #egw G D1 & 59 93
Trsu @ “=D1 +D2 +D3+ D4+ D5” |
BRI : AR G BRI HEA © | STIRTHARN B Had Ael, HSH AT T YT HRAT
21 32 99 BT BT dB HEl SNl & S BISH B A & 9 ]y U & | IR B
fore, waRE & ARIH |9 I 5 D ARIH | PIRGRIT I 1 DI SireT & =Sum (D1:D5)

34| Write down the steps to create a slide transition. 3)

TS S HhHOT g9 & o0 RO &l ford |

Ans.

1. Select Animation tab -> Transition to this side.

2. Select the transition from the list

3. Click on transition sound button to apply sound effect

4. Click on transition speed button to adjust the speed

5. Click on Apply to All the transition to all the slides.

IR —1 AR ¢ goi—> 59 Wb Hha |

AT HHHAYT BT FAIT BN

e g9 AR B & oIy Fepeor eafsy ded W s ax
T TR B & folg AhA0T T 9ed R fddd o
T TS WR IS ¢ 3iial g WR faetd o |

a b~ WON
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35

Define e-business.

SR BT IRINT BN |

Ans. E-business refers to all aspects of a business where technology is important. This
may include knowledge management, design and manufacturing, R&D, Procurement,
finance, project planning, human resource planning and the related activities. E-
commerce is a part of e-business.

IR— S—IIIR Ud JqA™d & 41 U3l DI Haid PRl © ofel Uil &r
TEaqul I € | 39H FF aed, fSoigd <R fafafor, srgeem &k fawm, wiie, fa,
RIS, AT IE AoT IR efra Tfafaferat snfae 81 dad) 81 s—hEd 35—
fasTeT &1 U e €

®3)

36 What are the steps for sending an e-mail? (3)
S Ao & forg T HeH B7
Ans.

e Click the compose button on the left side of the Gmail page.

e Fill the intending username in the “To” text box. “Cc” button allows you to add
users whose response are welcomed but not required. “Bcc” option allows you to
hide recipient addresses from one another.

e Summarize the purpose of the mail in the “subject” text box.

¢ Enter the content of the mail in the large field below the subject line text box.

o Use “send’ button at the button left of the Compose Mail Screen to send the mail
to the recipient.

FIIR— ST Uo & 918 3N ATl g R fdold &Y |

o YT H' UG dfed H $Tgd SUANTHhAT AH X | “CC” ge+ 3MUDp! I
SUIRTHATST DI SIS HI AT a1 & et ufdfshar &1 w@mra fdaan
T 8 oAfehe amazas =2t g1 “Bec” faddeu omud! urdddl & ud Ud
TR ¥ U @ eraf <ar B

o “fwy” TaR< 199 H WAl B Iqevd Pl e H ford |

o fIvy Ufdw urs dfvT & I 9 &F H 7o & AP g N |

o UTH DI Hel Hol & oIy HUy Al Wb @ 91l 3R fau g “wor”
g BT SYANT P |

37 3)

What do you understand by Trojan Horse?

CIoF B 9 3T T 9T &7

Ans. It is a hidden malicious code that could alter or delete the information of client
computer or perform any unauthorized function and corrupt the data and delete the files.
Its activities are: Deleting data, Blocking data, Modifying data, Copying data and
disrupting the performance of computers or computer networking.

JTR— I8 U (Ul g8 I JUl & ST Fellse HRER I SR bl 9adl Fhdl o AT
gl 9Hdl © A1 Bl JAfdamd ®aed & Ffed dR Fdhd1 2 3R STl & % IR
AHA & 3R BIgal Bl BT Fohdl & | 3AD! QRN 2 ST BCHI, ST Bl ATHG
BT, ST P [T PRAI, Sl Bl Ul 991 3R SYEH AT HYSR ~edldT &
Ueeie Bl FTfe PR |
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Answer any 3 guestions out of the given 5 questions of 5 marks each:

RUMsyi H#q fHT M 3 U39 BT SR < | UAD U 5 3(h BT & |

38. Define Memorandum. Explain its features. (5)

SO BT GRETYT & | SHDT [IRIYany T $HIf |
Ans.
A memorandum is a message in writing sent by one person or department to
another “within the same organization”. It is used in offices for routine matters like
grants of annual increments, confirmation in service, making announcements,
requests, policy statements, notices, reminders, suggestions, acknowledgements,
salary and leave adjustments etc.
Features:

i.  itis written in third person;

ii. itis written in direct style;

iii. it does not have either salutation or subscription;

iv.  the address of the addressee is written in the left hand button corner after the

signature and
v. it contains either the name or the designation of the officer signing the letter.
SR —TdH slw@wﬁmmfﬁmm@&ﬁ“@é’f@maﬂﬂm”%@m
wY H U QY o §| AP SUAN dried H dif¥e dad gig, a1 H gfe,
gyomy, Ry, HAifd fdarur, Aifew, RAgeR, gemd, Wiafd, 909 iR dane
wmﬁtﬂ anfe o1 fafaa amet & fog fasar smar 2 |
1 TE O afad # for@r T g
2 Ig ger el ¥ forar wam 2
3 S 3iffaTed T ewIaT T8l BT § |
4 EEIEREGAT BT IdT R B 18 919 81 & B H fofar e 2 |
5 SOH U9 TR EWRR HR- dlol TGN BT A9 AT Ug T M 2 |
39. Explain the points to be kept in view at the time of typewriting a fair copy from | (5)

manuscripts.
gl | U ol $iiRIge w-d G9Y A a1ai & &9 § @1 A1y |

Ans 1. The document should be read once or twice. In case the document is
lengthy, it should be read paragraph-wise.

2. The word which is not clear should be encircled and proceed reading the matter. It
may be possible that the same word is more clear in the following paragraph.

3. In case, after reading the whole document, one is not able to understand any
word, it should be read time and again in order to find out the correct word which
conveys the correct sense of the sentence.

4. The spelling of the words must be checked with the help of dictionary in the
computer through Spelling Check and Grammar Check.

5. No sentence should be typed by a mere guess work.

6. The operator should apply common sense while typewriting manuscripts and
glaring errors should be avoided.

7. Most common, used abbreviations should not be typed in full. “Dr.” should not be
typed ‘Doctor’, “Mr.” should not be typed as ‘Mister’ and so on.

8. The whole document should be compared with manuscript before giving the print
command.

IR —1 TS DI U IR YT ST a1V | IfS Sxdraet ofdr 8, dr 39
RUTHF—aR  TGT ST 1R |

2 O 9IS WS 81 8, SS9 WX T RT T a1y 3R fawg ARl & ug-r
IfRY | T8 9T B |ohdT 2 & 7191 arwes # e &) vk A1fds v 7 '
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3 I vy Gl ggd @ 918 Afe fHl oreg @l §HsTH § We el § 99 el
Teq BT YdT T & forg fhv & gger =1fy St a1 & @2l fef &l aard @ |

4 WA 9% 3R IR 9% & SINRY YR H SRR &1 AGg I Teal Bl Wi
q% B T AR |

5 f=dl ft 9T BT WTF AAH IER ZY Fel fhar ST =2y |

6 TSIl DI TIRY HRA FHI IAINSR DI AHI M AF] HRAT AMMBY AR THD
Al | =1 ST ARy |

7 I S IUINT by T Hiera 9 gui ergy [l fhy S =gy | S Bl
Sldex gl for@r ST Iy, " & fiexr & wu # egy F81 f&ar S anfzu |
8 fiic ®Hie a7 ¥ Usel YR SIS &l Uigfeifd & A1 ol &l Sl =y |

40.

Explain in detail the three types of cell-references in MS-Excel?

MS-Excel # 9 U&R & Ao—dawl & IR # fRRaR & qarg ?

Ans. Relative Referencing: calling cells by just their columns and row tables (such
as Al) is called relative references. When a formula has relative references and it is
copied from one cell to another, exact copy of the formula is not created, it will
change cell addresses relative to the row and column to which they are moved to.
Absolute Referencing: To prevent the cell addresses to change, a dollar sign “$” is
placed before column and row location in the formula. The references become
absolute and they will not change when copied.

Mixed Referencing: is a combination of relative and absolute reference.

IR — AN HeH Dadl U ¥l IR dfdd arferdrsil (ST T 1) §RT BRIl
BT Dlcl HIAT AU A HEATTT 2| 919 U g3 § Ave ded 81 € &k 39 B
A A gAY ¥ P b SIr &, O gF B Gip glaford 7gl 918 oIl 8, I8
Ofdd @R 9 & AUl A Ud Bl gadd <7, T IR S RAHiaRd féar 1ar 2
FRUeT e : AT Ud BT d9e 9 b D oY, GF H DlfaH IR Ul W ¥
Ugdl Udh Sier g “$7 3@ S 2| HaW FRUA 81 W § &R Bidl fhy S
R d T8 98 |

fAf3a ded - e iR qof Hed &1 U& e ¢ |

(5)

41.

How many operators are bemg used in MS-Excel? Explain with examples.
MS-Excel Jaid # fhad ifoRexl &1 SUaRT fhar ST 81 87 SeERvl dfed W

P |

Ans. There are two kinds of operators in MS-Excel.
(a) Mathematical operators.
(b) Comparison or logical operators.

(a) Mathematical Operators: - These operators are used to add, subtract,
multiply and divide numbers. The following are the mathematical

operators:
Operator symbol Explanation Example
N Exponential =4 "2
+ Addition =4+2
- Subtraction =4-2
* Multiplication =4*2
/ Division =4/2

(b) Comparison Operators:

(c) The following are the comparison operators:

These operators are used to compare one
value to the other. These operators are also called logical operators
because their results answer in the cell is always true or false.

(5)
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Operator symbol Explanation Example
= Equal to =C1=10

> Greater than =E5> 50
>= Greater than or equal | =D5> = 20

to

< Less than =E1< 20
<= Less than or equal to =Ch< =10
<> Not equal to =F1<>10

ITR— MS-Excel § 3 YR & AR B 2 |

(@) ORI SifoRexT |

(E[) dotAT AT Alfhed FaTeAD |

TR SifUReR: S SITUNCR| BT SUANT HAT3T BT S, TSH, IO B
3ﬁ? fayifsra o= & fore fovar Sirar 21 wforda sffaver fa=forlRaa &

JTRER Ui R SHEYI
N BIRIE =4"2

+ ST =4+2

- BEE =4-2

* o =4*9

/ IECINE] =4/2

g AT SATUNCR: § AU BT ITINT U Hod A TN qeg DI JoAT B b
foru foham SITaT 39 SifuRext &l difehd 3MIRex Y wal Sidl & Hifdh Jof § gl
RO PT IR HAT Al AT Tofd Hal 8l & |

T ffaRed amrerd smRex 8-

RS Ycllh RAT SRS

= P SRR =C1=10
> REIECT =E5>50
>= @ W 9 e =D5>=20
< J HH =E1<20
<= I B9 AT ¥ APs =Ch<=10
<> IR 8] © =F1<>10

42.

Explain in detail the various ‘View Options’ available in Power Point Presentation.
qTaR @sc Yoice @ H Iuyae = ‘geifem’ & an # R | 9arsy |

Ans. The views in power point presentation are:
Normal View, Slide Sorter View, Notes Page and Slide Show:

Normal View: - It is the default view where one can write and design presentation. It
has few working areas: Outline tab, Slides tab, Slide pane, Notes pane, In outline
tab, it displays small images called thumbnails. Slides tab shows all the text on the
slide, notes pane is used for entering notes about the current slide.

Slide Sorter View: - It displays the thumbnails of all the slides in the presentation. It
allows to sort, move, add, and delete slides easily.

Notes Page: - It displays a page layout of the notes and the slide. It allows to
rearrange the notes and compare them to the content of the slide.

Slide Show View: - It displays the presentation from the beginning with animation.

(5)
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