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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. LAN WAN

 

(A) (B)  

(C) (D)  

 The major difference between LAN and WAN is in terms of 
(A) scanner (B) area 
(C) speed (D) printer 

2.  

(A)  (B)  

(C)  (D)  

 Wrap text option is available under the tab 
(A) insert (B) home 
(C) review (D) format 

3.  

(A)  (B)  

(C)  (D) 

 The option used to make the workbook cover the entire screen is 
(A) page layout (B) full screen 
(C) custom (D) page break preview 

4. 

………………. . 

(A)  

(B)  

(C) 

(D)  

 With reference to charts  
 Line chart : relationship of changes in data over a period of time :: Area 

chart : ………………. . 

(A) correlation among data points  

(B) variation over a period of time 

(C) relative importance of  values over time  

(D) comparison between items at fixed point of time 
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5.  

(A)  (B)  

(C)  (D)  

 Three views provided by calendar software are 

(A) Day, fortnight, month (B) Week, month, year 

(C) Day, week, month (D) Day, week, fortnight 

6.  

(A)  

(B)  

(C) 

(D)  

 The where clause of SELECT statement specifies   

(A) Which columns to retrieve  

(B) An order in which columns should be returned 

(C) Which rows to retrieve  

(D) An order in which rows should be returned 

7. 

 

(A)  (B)  

(C) (D)  

  The tab to be used to insert a movie clip to a presentation using Title and 

content option is 

(A) Insert (B) Home 

(C) Format (D) Design 

II.  3 × 1 = 3 

 Fill in the blanks with suitable answer :  

8. ........................  

 The sticky keys are designed to help users with .................... . 

9. 

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

 A feature used for extracting a particular data using some conditions in a 

spreadsheet is ..................... .  

10. 

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

 The visual motion when one slide changes to the next slide during a 

presentation is called as ................. . 
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III. 11. A- B-

 4 × 1 = 4 

  Functions of different tabs available in word processor are given in Column-
A and tabs are given in Column-B. Match them and write answer with 
alphabet : 

A-  

Column-A 

B-  

Column-B 

i) 

To convert small letters to capital letters and 
capital letters to small letters in the selected 
text 

a)  

subscript 

ii) 

 

To display selected text in higher level than 
normal text position 

b) 

tOGGLE cASE

iii) 

 

To select particular font style from fonts listed 

c)  

superscript 

iv) 

 

To display selected text in lower level than 
normal text position 

d)  

font face 

 e)  
strike through 

 f)  

font size 
 g)  

font colour 

IV.  6 × 1 = 6 

 Answer the following questions : 

12.  

 What is a modem ? 

13.  

 Why do you use freeze panes option in a spreadsheet ? 

14.  

 What is a note ? How can you edit a note ? 

15. 

 

 While creating a table containing field name, date of birth which data types 
do you consider for each one of them ? 
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16.  

 Write two methods of adding a Table to your presentation. 

17.  

 Define Database Management system. 

V.  5 × 2 = 10 

 Answer the following questions : 

18.  

 Explain the procedure to launch Google Talk. 

19. 

 

 What are Headers ? What information can be included under Headers ? 
/OR 

 

 

 What are Document Templates ? Mention any two samples of Document 
Templates. 

20.  

 List any four types of views available in spreadsheet. 
/OR 

  

 List any four chart elements. 

21. 

 

 How does share workbook option help in an office setting ? Name the tab 
and the group under which share workbook option is available. 

22. 

 

 Summarize the uses of Animation effects in a digital presentation. 

VI.  4 × 3 = 12 

 Answer the following questions : 

23. 

 
 Explain the steps of inserting a PDF file in a word document. 

/OR 

 





 Explain the steps to insert a Triangle and 



  in a word document. 

24. 

 

 Explain the procedure in tracking e-mails sent to your contacts. How can 
you confirm that your e-mails are being tracked ? 
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25. 

 

 a)  

 b)  

 c)  

 Explain the following terms with reference to a Relational Database 

Management system : 

 a) Column 

 b) Row 

 c) Table 

26. 

 

 What is the use of conditional formatting ? Mention the formats which can 

be controlled and which cannot be controlled by conditional formatting. 

VII.  2 × 4 = 8 

 Answer the following questions : 

27. 

 

 (i)  

 (ii)   

 Explain the procedure to set page layout in a spreadsheet and how do you 
set the following for a page ? 

 (i) set margin 

 (ii) print the select area  

/OR 

 

 

 Explain the steps involved in setting a horizontal page break and a vertical 

page break in a worksheet. How can you return to the normal views ? 

28. 

 

 (i)  (ii)  

 (iii)  (iv)  

 With reference to the database how do these statements function ? Explain. 

 (i) CREATE (ii) INSERT 

 (iii) UPDATE (iv) DELETE 
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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 future continuous tense : 

(A) Sumana will be taking her exams tomorrow 

(B) Sumana was taking her exams tomorrow 

(C) Sumana is taking her exams tomorrow 

(D) Sumana had been taking her exams tomorrow 

30. "Indrani is a close friend of mine".  

 The underlined word in the above sentence is  

(A) a verb (B) an adverb 

(C) a pronoun (D) a noun 

31. The Art Gallery is located beside  the planetarium and the Science Museum. 
The underlined word in the above sentence is a/an 

(A) Article (B) Preposition 

(C) Speech (D) Tense 

II. Fill in the blank with suitable word given in the brackets. 1 

32. Helping verbs are known as .................... . ( tenses, modals ) 

III. Answer the following question : 2 

33. Classify the following into Articles and connectors.  

 but, the, an, also 

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

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

i) We were ............... around for a hotel room to stay.  

   ( searched, searching )  

ii) Maruthi had to be .............. to the hospital after he met with an 
accident. ( carried, carry ) 

iii) Shreevidya is excellently ............... these days on the stage.  

   ( performed, performing ) 

iv) M. S. Subbulakshmi was ................ Bharat Ratna by the Government 
of India owing to her matchless contribution to Indian classical Music.  
 ( awardee, awarded ) 

OR 

 Fill in the blanks with the appropriate word given in the brackets : 

i) I missed Janashatabdi Express yesterday .................. of heavy traffic 
jam. ( because, so )  

ii) Mahatma Gandhi did an excellent job ................. protesting the 
Britishers. ( of, by ) 

iii) Heavy rains in Karnataka recently caused ............... people to lose 
their properties and farms. ( many, none ) 

iv) Parents ................. accompany their children at the time of burning 
crackers during Diwali to avoid accidents. ( may, should )  
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