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General Instructions: 

1. There are 17 questions in this question paper. All questions are compulsory. 

2. This question paper has two sections : Section - A, Section - B. 

3. Section A - Q. No. 1 to 9 are objective type questions and carry 1 mark each. 

4. Section B - Q. No.10 to 17 are short answer questions and carry 2 mark each. 
 

 SECTION A 

(Select the best appropriate answer(s) from the options given below.) 

 

1. What does an upright (straight) body posture convey/show? (1) 

 (A) Shyness         (B)   Fear           (C)  Confidence     (D) Intelligence  
   

2. Self-management can help in _________ (1) 

 (A)  developing good habits                            (B) overcoming bad habits 

(C) overcoming challenges and difficulties    (D)  All of the above 

 

   

3. On the screen of a Smartphone or Tablet, we see a lot of small pictures called ________ (1) 

 (A)  images         (B) icons             (C) iconic             (D) pictures  
   

4. BPO stands for ___________________ (1) 

 (A) Business Process Out                              (B) Busy Process Outsourcing 

(C) Business Process Office                          (D) Business Process Outsourcing 

 

   

5. MNC stands for ____________ (1) 

 (A) Multiple National Companies               (B) Multinational Companies 

(C) Multinational Credit                              (D) None of the above 

 

   

6. Which of the following is an input device? 

(A). Touchscreen         (B) Mouse       (C) Voice recognition   (D) All of the above 

(1) 

   

7. To type capital letters, switch ON the __________ Lock by pressing the key before typing. (1) 

 (A)  Caps                      (B) Num          (C) Ctrl              (D) Scroll  
   

8. WYSIWYG means ____ (1) 

 (A) What You See Is Was You Get            (B) What You See Is What You Get 

(C) Where You See Is What You Get        (D) None of the above 

 

   

9. FOSS stands for ___________ (1) 

 (A)  Free and Open Soft Software              (B) Free and Open Source Software 

(C) Free and Open Source                          (D) None of the above 

 

  
SECTION B 

 

10. Write down the different types of verbal communication. Give an example for each type. 

(Any Two) 

(2) 
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11. Which are the qualities of self-confident people? ( Any Two) (2) 

   

   

   

   

   

12. List any four ICT tools. (2) 

   

   

   

13. What do you understand by the term IT and ITeS? (2) 

   

   

   

   

14. How is IT used in libraries? (Any 2 Situations) (2) 

   

   

   

   

15. What is Function Keys ? How many Function keys are there on a keyboard? (2) 
   

   

   

   

16. List the various software available for word processing. ( Any four) (2) 

   

   

   

   

   

17. Write difference between a text editor and a word processor software. Write 
the name of any text editor or word processor available in market. 

(2) 

   

   

   

   

   
 


