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OPEN BASIC EDUCATION PROGRAMME
QUESTION PAPER DESIGN- ANNUAL EXAMINATION

Subject: Basic Computer Skills Level-B (Equivalent to Class 5)
Marks: 100 Duration: 3 hours
Welihtaie to Obiectlves
Knowledge
Understanding 50 50
Application/Skill 20 20
Total 100 100

Welﬁhtaﬁe to Forms of Questions

Long Answer Type (LA) 6

Short Answer (SA1) 4 32
Short Answer (SA2) 2 12 24
Very Short Answer (VSA) 1 20 20

. Multiple choice question (05)

Il.  Fillin the Blanks (05)

I1l.  True and False (05)

IV.  One word Answer (05)
Total 44 100

Weightage to Content Areas

Introduction to Computers

II. Word Processing: Advantage and Features 15

I1l.  Spreadsheet 15

IV.  Presentation 15

V. Internet and its Advantages 15

VI.  Computer Security 15

VII.  E-mail 15
Total 100

leflculty level of Question Paper

D |ff|cu It

Average 50 50
Easy 25 25
Total 100 100




Open Basic Education (Adult)
Annual Examination Sample Question Paper
Level ‘B’ (Equivalent to class 5)
Subject: Basic Computer Skills

Time: 3 Hours Total Marks: 100

Instruction:

The question paper has 44 questions. These questions are divided into four Section
A, B, CandD.

Section A has 20 questions. Each correct answer carries 1 mark.

Section B has 12 questions, which are Short Answer (I1). Each correct answer
carries 2 marks.

Section C has 8 questions, which are Short Answer (I). Each correct answer carries
4 marks.

Section D has 4 questions, which are long questions. Each correct answer carries 6
marks.

All questions are compulsory.

Section-A
Very Short Answers

For each of following questions, there are four options. Write the correct (5X1=5)

answer.

1.

What is CC in respect of E-mail? 1
a. Cancel Copy
b. Cost Cutting
c. Carbon Copy
d. Counter Copy

What is the method of sending information and data together to many 1
people?

a. Formatting
b. Typing

c. Mail merge
d. Table

Which downloads from internet invite virus? 1
a) Picture

b) File

¢) Video

d) All the above




4, What we see while doing presentation? 1
a) PowerPoint Ribbon
b) Slide Tab
c) Slide
d) All the above
5. The first page of the website is knownas 1
a) Last Page
b) Home Page
¢) House Page
d) Title Page
Fill in the blanks: (5X1=5)
6. Computer is an ........c.ccvevevenne machine. (electronic, hydraulic) 1
7. To make an e-mail message, we will click button on the 1
tool bar. (New/compose or Spam)
8. Words can be to make presentation attractive. 1
((Formatted/Deleted)
9. Ctrl + D is used to change ( Font/ Shape) 1
10. We type our message in of the e-mail. (Body/ Header) 1
Read the following sentences and write true and false. (5X1=5)
11. A formula must begin with # sign. 1
12. We can print any report with the help of a word processor. 1
13. We cannot make any data bold, italics in excel. 1
14. Ctrl+Sis used to open a file. 1
15. Insert tab is used to insert a picture in a document. 1
Read and answer in one word (5X1=5)
16. WWW stands for? 1
17. Name the software to create presentations 1
18. What is the cross section of row and column? 1
19. A public place which helps in providing internet. 1
20. Name the software to create spreadsheet. 1

Section-B
Short Answers (1)




Write the answers of following questions. (12X 2 = 24)
21. What is a computer? 2
22. List any two major areas where computers are used 2
23. In how many ways, data can be entered in MS-Excel. Name them. 2
24. What is table in MS Word? 2
25. What are the dangers of virus? (Any two). 2
26. Write any two uses of word processor? 2
217. What are the points we should be kept in mind to make strong 2
password.
28. Write the full form of Abbreviate terms: 2
i. L.AN.
ii. W.AN.
29. Name two parts of email address which are joined by the symbol of at 2
the rate (@)
30. What is mail merge? 2
31. How can a presentation be opened? 2
32. What is the method of closing presentation? 2
Section-C
Short Answer (1)

Answer the following questions (8X 4 =32
33. Write down any four benefits of computers. 4
34. Write any four precautions to be taken while working in MS Word? 4
35. Define Cell Address and Cell Range. 4
36. Write down steps to open “MS PowerPoint 2007 4
37. Define the following: 4

a. Presentation

b. Slide
38. Define the following: 4

a. Internet Explorer

b. Search Engine
39. What is Antivirus Software? Give two examples. 4




40. Differentiate Hard copy and Soft copy 4
Section- D
Long Answers
Answer the following questions: (4X 6 =24)
41. Name any six components of MS-Excel Window. 6
42, What is Data Card. Write down the steps connecting internet using 6
Data card.
43. Mention any six methods to keep Computer and Data Safe. 6
44, List any six benefits of Email 6




Open Basic Education (Adult)
Marking Scheme: Annual Examination Sample Question Paper
Subject: Basic Computer Skills
Level ‘B’ (Equivalent to class 5)

Time: 3 Hours Total Marks: 100
Section-A
(Very Short Answers)

Correct Answer of Multiple choice questions: (5X1=5)
1. c) Carbon Copy 1

2. ¢) Mail merge 1

3. d) All the above 1

4, d) All the above 1

5. b) Home Page 1
Answers of fill in the blanks: (5X1=5)
6. Electronic 1

7. New/compose 1

8. Formatted 1

9. Font 1

10. | Body 1
Correct Answer of right and wrong questions (5X1=5)
11. | False 1

12. | True 1

13. | False 1

14. | False 1

15. | True 1
Answer in one word (5X1=5)
16. | World Wide Web 1

17. | MS Powerpoint 1

18. | Cell 1

19. | Cyber Cafe 1




20.

MS Excel

Section- B
Short Answers (11)

Answers of short questions:

(12X 2 = 24)

21.

Computer is an electronic device which works according to our

instructions.

2

22.

(Any two)

Education
Agriculture

Art

Security

Transport

Business and Industry
News communication
Banking
Entertainment
Employment
Medicine

Sports

23.

Data can be entered in Ms-Excel in two ways:
(1) By using active cell

(i) Through formula bar

24,

Table is formed by placing horizontal and vertical lines together.

25.

a) Damaging the files
b) Crashing of hard disk
c) Destroying operating system

(Any two)

Ix2 =2

26.

The two major works of word processor are:
a. Application for leave from school

b. To type the bio data for a job

27.

e Do not keep your name, names of closed ones or address as your




password

Password should be long as it is impossible to break it

we should use a password which is long and has alphabets, numbers
and special symbols

(Any Two)
28. I.  LAN (Local Area Network) 2
i.  WAN (Wide Area Network)
29. | Username 2
Mail Server
30. | Mail merge is used to print the work and its related letters together and 2
send it to manypeople.
31. | Opening up of presentation 2
Microsoft Office Button — Open — Select File Name - Open
32. | Closing the presentation 2
Microsoft Office Button — Close
Section- C
Short answer (1)
Answer of short questions (8X4=32)
33. a) We can start our own small business for printing of documents, 4
letters, magazines, cards for marriages or other occassions etc.
b) We can book train or airline tickets sitting at home, without going
anywhere. We need internet to avail of this facility.
c) We can collect information about all subjects e.g. Maths, English,
History, Geography or Science.
d) We can learn about various techniques, =equipments, seeds and tips
about farming.
(Any 4)
34. a) Save the file before opening a new one so that you can continue 4
your work from the same point during electricity failure.
b) Make sure that your font is proper, appropriate and can be read

easily. The gap between the lines in the document should be equal.

Take care of spelling and grammatical mistakes. Word processor




d)
€)

too advises to correct them.
Word processor provides us help in trouble.

We can count words, pages and lines in a document

(Any 4)

35.

Cell Address: Every cell is identified by its cell address.

A cell address is formed by column name, followed by row number.

Cell Range: Cell range is formed by adjacent rows and columns. It is

given as (starting cell: Ending cell)

2x2 =4

36.

Steps to open “MS PowerPoint 2007

a)
b)
c)
d)

Click the start button

Click all programs

Click Microsoft Office

Click on Microsoft Power Point2007

You will see MS PowerPoint window opened in your computer.

37.

a)

b)

Presentation means the process of explaining a topic by writing or
adding pictures, graphs and sounds.
Slide is the page where information is written in text, audio, video

and pictures are added

2x2 =4

38.

a)

b)

Internet explorer is a web browser which helps in opening of
website on internet.
Search engine is a software program which searches the website

related to words and sentences typed by the user.

2x2 =4

39.

There are many programs available on internet to keep us safe from virus.

These are known as antivirus software.

Example: Norton, Quick heal, AVG antivirus etc. (Any two)

2+1x2 =4

40.

Hard copy is print out on paper which can be seen or touched by our hands

whereas Soft copy is the computer file which can be seen or read on

screen.

2x2 =4

Section-D

(Long Answers)

Answer of long questions:

(4X 6 = 24)

41.

a)

Title Bar

1x6 = 6




MS Office Button
Ribbon

Mini tool bar
Formula Bar
Name Box

42.

Data Card is a device which helps us to connect to internet without wires.

Use these steps to connect your computer to internet using data card -

a)
b)

c)

d)
e)

Insert Data Card in the USB port.

Install the software related to data card in your computer.
Double click the data card icon or press enter after placing the
cursor on this icon.

Click on connect button seen on the computer.

5. Now you can use internet in your computer.

1+1x5

43.

a)
b)
c)
d)
e)
f)

9)

Make a difficult password using numbers, alphabets and special
symbols.

Keep changing your password from time to time.

Do not tell or write your password.

We should not visit bank and other important website through
unsafe sites or e-mail.

Do not keep one password for all sites. Make different passwords
for websites.

We should always keep firewall on. We should follow the rules of
firewall.

We should use authentic antivirus software which should be
updated from time to time.

(Any 6)

1x6

44,

a)
b)
c)
d)
e)
f)

E-mail reaches at a very fast speed

The cost of sending an e-mail is very less

There is no limited size of e-mail message.

We can also send letters, reports, pictures etc with e-mail.

If e-mail address is correct, then it reaches the right person.

The presence of e-mail receiver is not required in sending e-mail. It
means that it is not necessary that the receiver is working on his
computer. The sent e-mail gets deposited in thereceiver's e-mail

box. He can read these e-mails when he is free.

(Any 6)

1x6
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