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About The Revised Syllabus 

The fourth revised version of DOEACC ‘O’ Level (IT) syllabus came into effect in January 2010 
examinations. Since then, much advancement has been observed in the area of Information 
Technology. The need of industry has also changed with the availability of new and advanced 
technologies and tools. With the advancement in technologies, the software development practices 
have also changed. This also has led to change in job profile. Different job roles require different 
skills. Moreover, the digital initiatives taken by Government have also changed the way the business 
is taking place these days. These factors have led to bringing the revision in syllabus of DOEACC ‘O’ 
Level (IT) course. 

This document presents the fifth revised version of ‘O’ Level syllabus under DOEACC Scheme which 
becomes effective for teaching with immediate effect. The syllabus of ‘O’ Level course is designed to 
enhance the skills of students so as to enable them to solve problems using Information Technology 
(IT) tools. The self learning approach is built into the syllabus enabling the learners to update 
themselves on the changing technologies in their area of work. The syllabus has been designed to 
meet the skills required for various IT job roles. 

M1-R5: IT TOOLS AND BUSINESS SYSTEMS 

Outline of Course 

S. No. Topic Maximum Marks 
1. Introduction to Computer.  Introduction to Operating System 10 
2. Word Processing 20 
3. Spreadsheet 20 
4. Presentation 20 
5. Introduction to Internet and WWW. E-mail, Social Networking and  

e-Governance Services 
20 

6. Digital Financial Tools and Applications. Overview of Futureskills 
and Cyber Security 

10 

7. Total 100 

Detailed Syllabus 

(i) Introduction to Computer : Computer and Latest IT gadgets, Evolution of Computers & its 
applications, IT gadgets and their applications, Basics of Hardware and Software, Central Processing 
Unit, Input devices, Output devices, Computer Memory & storage, Application Software, Systems 
Software, Utility Software, Open source and Proprietary Software, Mobile Apps. 

(ii) Introduction to Operating System : Operating System, Basics of Operating System, Operating 
Systems for Desktop and Laptop, Operating Systems for Mobile Phone and Tablets, User Interface for 
Desktop and Laptop, Task Bar, Icons & shortcuts, running an application, Operating System simple 
setting, using mouse and changing its properties, changing system date and time, changing display 
properties, to add or remove Program and its features, adding, removing &sharing Printers, File and 
Folder management, types of file extensions. 

(iii) Word Processing : Word Processing Basics, Opening Word Processing Package, Title Bar, Menu 
Bar, Toolbars &Sidebar, Creating a New Document, Opening and Closing Documents, Opening 
Documents, Save and Save As, Closing Document, Using The Help, Page Setup, Page Layout, 
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Borders,Watermark, Print Preview, Printing of Documents, PDF file and Saving a Document as PDF 
file, Text Creation and manipulation, Document Creation, Editing Text, Text Selection, Cut, Copy and 
Paste, Font, Color, Style and Size selection, Alignment of Text, Undo & Redo, AutoCorrect, Spelling & 
Grammar, Find and Replace, Formatting the Text, Creating and using user defined Styles, Paragraph 
Indentation, Bullets and Numbering, Change case, Header & Footer, Table Manipulation, Insert & 
Draw Table, Changing cell width and height, Alignment of Text in cell, Delete / Insertion of Row, 
Column and Merging & Splitting of Cells, Border and Shading, Mail Merge, Table of Contents, Indexes, 
Adding Comments, Tracking changes, Macros 

(iv) Spreadsheet : Elements of Spread Sheet, Creating of Spread Sheet, Concept of Cell Address [Row 
and Column] and selecting a Cell, Entering Data [text, number, date] in Cells, Page Setup, Printing of 
Sheet, Saving Spreadsheet, Opening and Closing, Manipulation of Cells & Sheet, Modifying / Editing 
Cell Content , Formatting Cell (Font, Alignment, Style ), Cut, Copy, Paste & Paste Special, Changing Cell 
Height and Width, Inserting and Deleting Rows, Column, AutoFill, Sorting & Filtering, Freezing panes, 
Formulas, Functions and Charts, Using Formulas for Numbers (Addition, Subtraction, Multiplication 
& Division), AutoSum, Functions (Sum, Count, MAX, MIN, AVERAGE),Sort, Filter, Advanced Filter, 
Database Functions ( DSUM, DMIN,DMAX, DCOUNT, DCOUNTA), What-if Analysis, Pivot table Charts 
(Bar, Column, Pie, Line), Data Validation. 

(v) Presentation : Creation of Presentation, Creating a Presentation Using a Template, Creating a 
Blank Presentation, Inserting & Editing Text on Slides, Inserting and Deleting Slides in a Presentation, 
Saving a Presentation, Manipulating Slides, Inserting Table , Adding Pictures, Inserting Other Objects, 
Resizing and Scaling an Object, Creating & using Master Slide, Presentation of Slides , Choosing a Set 
Up for Presentation, Running a Slide Show, Transition and Slide Timings, Automating a Slide Show, 
Providing Aesthetics to Slides & Printing, Enhancing Text Presentation, Working with Color and Line 
Style, Adding Movie and Sound, Adding Headers, Footers and Notes, Printing Slides and Handouts  

(vi) Introduction to Internet and WWW : Basic of Computer Networks, Local Area Network (LAN), 
Wide Area Network (WAN), Network Topology , Internet, Concept of Internet & WWW, Applications 
of Internet, Website Address and URL, Introduction to IP Address, ISP and Role of ISP, Internet 
Protocol, Modes of Connecting Internet (HotSpot, Wifi, LAN Cable, BroadBand, USB Tethering), 
Identifying and uses of IP/MAC/IMEI of various devices, Popular Web Browsers (Internet 
Explorer/Edge, Chrome, Mozilla Firefox, Opera etc.), Exploring the Internet , Surfing the web, Popular 
Search Engines, Searching on Internet, Downloading Web Pages, Printing Web Pages  

(vii) E-mail, Social Networking and e-Governance Services : Structure of E-mail, Using E-mails, 
Opening Email account, Mailbox: Inbox and Outbox, Creating and Sending a new E-mail, Replying to 
an E-mail message, Forwarding an E-mail message, Searching emails, Attaching files with email, 
Email Signature, Social Networking & e-Commerce, Facebook, Twitter, Linkedin, Instagram, Instant 
Messaging (Whatsapp, Facebook Messenger, Telegram), Introduction to Blogs, Basics of E-commerce, 
Netiquettes, Overview of e-Governance Services like Railway Reservation, Passport, eHospital [ORS], 
Accessing e-Governance Services on Mobile Using “UMANG APP”, Digital Locker 

(viii) Digital Financial Tools and Applications : Digital Financial Tools, Understanding OTP [One Time 
Password]and QR [Quick Response] Code, UPI [Unified Payment Interface], AEPS [Aadhaar Enabled 
Payment System], USSD[Unstructured Supplementary Service Data], Card [Credit / Debit], eWallet, 
PoS [Point of Sale], Internet Banking, National Electronic Fund Transfer (NEFT), Real Time Gross 
Settlement (RTGS), Immediate Payment Service (IMPS), Online Bill Payment 

(ix) Overview of Futureskills and Cyber Security : Introduction to Internet of Things (IoT), Big Data 
Analytics, Cloud Computing, Virtual Reality, Artificial Intelligence, Social & Mobile, Blockchain 
Technology, 3D Printing/ Additive Manufacturing, Robotics Process Automation, Cyber Security, 
Need of Cyber Security, Securing PC, Securing Smart Phone. 
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Introduction to Computer  

1.1 Computer and Latest IT gadgets 

1.1.1 Introduction of Computer  

You have already experienced the impact of computers in our day to-day life. Reservation of tickets in 

Air Lines and Railways, Payment of telephone and electricity bills, Deposits and withdrawals of 

money from banks, Business data 

processing, Medical diagnosis, Weather 

forecasting, etc. are some of the areas 

where computer has become extremely 

useful.  

The word computer is derived from the 

word compute, which means calculation. 

Therefore, in colloquial language it is 

considered as a calculating device that 

can do arithmetic and logical operations 

with speed, but today its definition has 

changed because now the use of 

computer is not limited to calculation, today it is used for music, graphics, Internet is also happening 

in many other areas. So now it can say that it is an electronic device that accepts data, and after a 

wide step-by-step processing it changes into information and presents the output result. It accepts 

stores and manipulates data according to our need. 

1.1.2 Types of Computer  

Computer has been categorized in the following parts wise … 

 

 Analog Computer: Analog Computers are used mostly in Medical Sciences. This very kind of 

computers work on continuous data values, for e.g. if you have to calculate the pressure or 

something similar then kind of technology having will be useful.  
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 Digital Computer: Digital Computers are the most commonly used computer on a digital 

technique which is widely used and preferred now-a-days. This kind of computers uses micro 

processor technology which is quite digital and able to calculate and execute million of 

instruction within a second. This also comes under kind of categories as we can see 

downwards. 

 Micro Computer : The processor is very small so that called Micro processor and device is 

called Micro Computer. Micro Computer is single user device example:  Desktop, Laptop, 

Palmtop, Notebook, PDA etc.  

 Mini Computer : The processor of Mini Computer is small but larger than Micro processor. 

Mini Computer is multi user device generally used in designing company for commercial 

use.  

 Mainframe : It has larger processor and multiuser device. Number of users is more than 

Mini Computer. This is multiuser and multitasking device mostly used in Metrology. 

 Super Computer : The processor is biggest than other Computer and processing capacity is 

highest than other devices. It is Multi user fastest calculating device, generally used in 

nuclear science for calculation purpose. CRAY-I is the first Super Computer. India’s First 

Super Computer is PARAM-10000. 

 Hybrid Computer : The kind of computer comes with both characteristics (digital and analog) 

are called hybrid. This is used there where it needs to calculate both the digital and analog data 

for e.g. In Hospitals.   

1.1.3 Characteristics of Computers  

 Speed  

computer can perform any types of work with greater speed. It takes only few seconds for 

calculations that we take hours to complete. You will be surprised to know that computer can 

perform millions (1,000,000) of instructions and even more per second. 

 Accuracy  

 Computers can do the calculations without errors and very accurately. The degree of accuracy 

of computer is very high and every calculation is performed with the same accuracy. The 

accuracy level is determined on the basis of design of computer. A computer fault can occur 

only if the person has given incorrect input or instructions. 

 Diligence  

The computer can perform any task continuously without getting tired. It never gets tired of 

any kind, so that it can perform any task continuously without any fault. Due to this ability of 

computers, there has been a lot of development in human work. 

 Storage Capacity  

 Computers can store large volume of data and information on magnetic media.The Computer 

has an in-built memory where it can store a large amount of data. You can also store data in 

secondary storage devices such as floppies, optical disks, which can be kept outside your 

computer and can be carried to other computers. 
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Model Paper (M1R5) 
1. Each question below gives a multiple choice of answers. Choose the most appropriate one 
and enter in the ''OMR'' answer sheet supplied with the question paper, following instructions 
therein.                               (1x10=10) 
                            

 

1.1 The main circuit board in a computer is 

called a __. 

 a) RAM 

b) CPU 

c) Motherboard 

d) All of the above 

1.2 A light  sensitive device that converts 

drawing, printed text or other images into 

digital form is 

 

a) Keyboard b) Plotter 

c) Scanner d) OMR 

1.3 Which Characteristic of computer 
distinguish it from electronic 
Calculators?  

a) Accuracy  

b) Versatility  

c) Storage  

d) Automatic  

1.4 Which of the following is an impact printer?  

a) Laser  

b) Ink-jet 

c) Dot-matrix 

d) None of the options 

1.5 Which of the following memory is non-

volatile?  

a) SRAM    b)   DRAM 

c)  ROM   d) All of the above 

1.6 Fifth Generation of computer was based on 

which technology? 

A)  Artificial Intelligence 

b)  Programming Intelligence 

c)  System Knowledge 

d) VVLSI 

1.7 Any data or instruction entered into the 

memory of a computer is considered as ? 

a) Storage 

b) Output 

c) Input  

d) information  

1.8 Which one is the invalid size of Cache 

memory?  

a)  2048 Kilibytes 

b) 3072 Kilobytes 

c) 92162 Kilobytes 

d) 512 Kilobytes 

1.9 Which one is not a type of memory?  

a) ROM     b) Cache   

c)  EEPROM    d) Joy-stick 

1.10 Which of the following is fastest memory?  

a) Secondary Memory 

b) Auxiliary Memory 

c) Cache Memory 

d)Virtual Memory 
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2. Each statement below is either TRUE or FALSE. Choose the most appropriate one and 

enter your choice in the ''OMR'' answer sheet.                                                          (1x10=10) 

2.1   Many operating systems are designed as collection of program modules. 

2.2  Smart Watch 360, google glass and drone camera are example of latestIT Gadgets.  

2.3 The Language that the computer can understand is called Machine Language . 

2.4  BHIM App  Allows instant money transfer between two bank accounts. 

2.5  VDUs can be used both as an input and output devices.  

2.6  Object code is a source code translated into machine language through a compiler.  

2.7  MICR stands for Magnetic Ink Character Reader. 

2.8   EPROM can be used for Erasing the contents of ROM.   

2.9  Fourth Generation Languages are typically non-procedural.  

2.10  Light pen and joystick are both pointing devices.  

3. Match words and phrases in column X with the closest related meaning of 
word(s)/phrase(s) in column Y.                                                     (1X10=10) 

   

X Y 

3.1 RAM stands for...... A Integrated software package 

3.2 A software package that combines two or more 
applications such as word processing and spreasheets, 
providing for easy transfer of data between them best 
describes 

B Desktop publishing software 
 

 

3.3 A set of rules for solving a problem in a given number of 
steps 

C Registers 

3.4 Supercomputer's speed measured in D Mbps  

3.5 Computer have several additional storage location called E Nanoseconds or Picosecond 

3.6 A CD-ROM drive is labelled with 52X a mesaurement of  F Assembly Language 

3.7 symbolic language is ... G Arithmetic-Logic Unit 

3.8 ALU stands for ...... H Data Transfer Rate 

3.9 A software for locating and managing stored Web pages 
is.. 

I Algorithm  

3.10 Number system we use for our day-to-day activities J Server  

  K Decimal 

  L Hardware  

  M Random Access Memory 

4. Each statement below has blank space to fit one of the word(s) or phrase(s) in the list 
below. Choose the most appropriate option, enter your choice in the ''OMR'' answer sheet 
supplied with the question paper, following instructions therein.                                (1x10=10) 

A. Drag & drop  B. CPU  C. Random  

D. Compiler  E. Record  F. Accuracy  
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G. Optical  disk  H. Hard disk I. Input device  

J. Mainframes  K. Dynamic RAM  L. Binary 

M. Output      

4.1 Data items grouped together for storage purpose is called a .......... 

4.2 Different stages in information processing are input, processing........................ 

4.3 Web cam is an ........................... 

4.4 One can copy file from one location to another using mouse. It is known as __________. 

4.5 The term GIGO is related to..............  

4.6 The  ...........is the example of Secondary memory.  

4.7 ........ are computers that excel at executing many different computer programs at the same time. 

4.8 Computers use the ....... language  to process data.  

4.9 A memory that requires refreshing of data is ............. 

4.10 The ....... also called the " brains" of the computer is responsible for processing data. 

PART TWO 
5. 
a)  What is the difference between primary memory and secondary memory ? Briefly explain 

various types of primary and secondary storage devices. 
b) Describe the latest IT Gadgets and their applications? 
c)  Draw a internal diagram of computer system and explain in brief the various components.  
6. 
a)  What is printer & it’s different types?  
b) Explain about Generation of the computer?  

7. 
a)  Explain about the Hardware components of general purpose computers. 
b)  Explain Common Characteristic of the computer. 

c)  Explain in detail about System Software and application software. 
 or 

 Differentiate system Software and Application Software. 

8 
a)  What is the difference between Laptop & Notebook? 
b)  Compare Compiler, Interpreter and Assembler.  
c) What is BHIM App.Explain the key features of this app.  

9. 
a)  Cache Memory OR Input and Output devices    
b)  CPU and Component of CPU    
c)  MICR and OCR    
c)  Mobile app  

Answer of the above questions 

1.1-C 1.2-C 1.3-A 1.4-C 1.5-D 1.6-A 1.7-C 1.8-C 1.9-D 1.10-C 
2.1-T 2.2-T 2.3-T 2.4-T 2.5-T 2.6-T 2.7-T 2.8-T 2.9-T 2.10 -T 
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3.1-M 3.2-A  3.3-I 3.4-E 3.5-C 3.6-H 3.7-F 3.8-G 3.9-J 3.10-K 
4.1-E 4.2-M 4.3-I 4.4-A 4.5-F 4.6-H 4.7-J 4.8-L 4.9-K 4.10-B 
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Introduction to 
Operating System  

 

2.1 Operating System  

Operating System is a set of system software programs in a computer. An operating system is the 

most important software that runs on a computer. It manages the computer hardware, software 

resources and processes; it provides common services for 

computer programs. Every computer must have at least one OS 

to run other programs. It also allows you to communicate with 

the computer without knowing how to speak the computer's 

language. Without an operating system, a computer is useless. 

An Operating system (OS) is software which acts as an 

interface between user and computer hardware.  

2.2 Basics of Operating System (OS)  

The basic fundamental of operating system is the main central program that runs on a computer. An 

operating system is system software that manages computer 

hardware and software resources and provides general services for 

computer programs. Every computer has an operating system to 

run other application programs. Task of the operating system are:   

 Operating system is the soul of the computer system without 

that you can no more imagine to run a computer.  

 Operating system plays like a role of mediator which interprets 

the instructions to Computer hardware made by a user.  

 An operating system keeps and maintains track of files and 

directories on the disk, and it does control the peripheral 

devices such as Input/Output devices, disk drives or any plug n 

play devices.  

 Operating System controls execution of computer programs.  

2.2.1 Basic Function of Operating System  

Process Management  
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A process is a program in execution. Process management involves various tasks like creation, 

scheduling, termination of processes, and a dead lock. The OS must allocate resources that enable 

processes to share and exchange information. 

Memory Management 

In multi programming, the OS decides the order in which process are granted access to memory, and 

for how long. It allocates the memory to a process when the process requests it and deallocates the 

memory when the process has terminated or is performing an I/O operation. 

File Management  

A file system is organized into directories for efficient or easy navigation and usage. These directories 

may contain other directories and other files. It keeps track of where information is stored, user 

access settings and status of every file. 

Security  

The operating system uses password protection to protect user data and similar other techniques. it 

also prevents unauthorized access to programs and user data. 

Error detecting aids  

Operating system constantly monitors the system to detect errors and avoid the malfunctioning of 

computer system. 

Coordination between other software and users  

Operating systems also coordinate and assign interpreters, compilers, assemblers and other software 

to the various users of the computer systems.  

2.2.2 Types of Operating System  

 Batch Operating System - Sequence of jobs in a program on a computer without manual 
interventions.  

 Time sharing operating System - allows many users to share the computer resources. (Max 
utilization of the resources).  

 Distributed operating System - Manages a group of different computers and make appear to be a 
single computer.  

 Network operating system - computers running in different operating system can participate in 
common network (It is used for security purpose).  

 Real time operating system - meant applications to fix the deadlines.  

Examples of Operating System are  

 Windows (GUI based, PC--> Windows 10, Windows 8, Windows 7, Windows Vista, and 
Windows XP),) 

https://www.geeksforgeeks.org/operating-system-types-operating-systems-awaiting-author/
https://www.lifewire.com/windows-10-2626217
https://www.lifewire.com/windows-8-2626235
https://www.lifewire.com/windows-7-2626265
https://www.lifewire.com/windows-vista-2626311
https://www.lifewire.com/windows-xp-2626354
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 Linux-> Linux is absolutely free and will literally run on anything.    (Ubuntu, Fedora, 
LinuxMint, openSUSE, PCLinuxOS, Debian, Mandriva,  Sabayon/Gentoo, Arch 
Linux...plus Slackware, Puppy Linux...plus DSL) 

 macOS (Macintosh), used for Apple’s personal computers and work stations (MacBook, 
iMac). 

 Android (Google’s Operating System for smartphones/tablets/smartwatches) 

 iOS (Apple’s OS for iPhone, iPad and iPod Touch) 

 Chrome OS: Chrome OS is available on a number of Low cost and some high-end laptops, like 
chrome books. 

 Free BSD: With its roots connected to Linux, it is the modern-day version of the Berkeley 
Software Distribution. 

 Syllable: Syllable is yet another free alternative for home and small business users only. 

 ReactOS: Initially launched as a Windows 95 clone, this OS has come a long way since then. 

2.3 Operating Systems for Desktop and Laptop  

Laptops, tablets, and desktop computers all run operating 

systems. Some examples include versions of Microsoft 

Windows (like Windows 10, Windows 8, Windows 7, Windows 

Vista, and Windows XP), Apple's macOS (formerly OS X), 

Chrome OS, BlackBerry Tablet OS, Ubuntu and flavors of Linux, 

an open source operating system. 

2.3.1 DOS (Operating System)  

DOS (Disk Operating System) is an operating system that runs from a hard disk drive. The term can 

also refer to a particular family of disk operating systems, most commonly MS-DOS (Microsoft Disk 

Operating System). Disk operating system is also used to describe several very similar command line 

disk operating systems. PC-DOS (Personal Computer Disk Operating System) was the first widely-

installed disk operating system used in personal computers running on Intel 8086 16-bit processors. 

It was developed for IBM by Microsoft Corporation, which also produced its own almost identical 

version called MS-DOS.  

2.3.2 Windows Operating System  

This is the most popular operating system of a graphical user interface. It is also a multi-tasking, 

network-supported operating system. There are many versions of Windows that have separate 

operating systems for both server and stand alone. This supports TCP/IP protocol. It performs 

memory management with files, folder/directory management as well. There have been many 

versions of Windows but only here we will study about Windows 10. This new version combines 

features from those two previous installments to suit the users in a better way for both 

desktop/laptop computers as well as mobile devices users.  

2.3.3  Linux Operating System  

https://www.lifewire.com/windows-10-2626217
https://www.lifewire.com/windows-8-2626235
https://www.lifewire.com/windows-7-2626265
https://www.lifewire.com/windows-vista-2626311
https://www.lifewire.com/windows-vista-2626311
https://www.lifewire.com/windows-xp-2626354
https://www.lifewire.com/what-is-macos-4691239
https://www.lifewire.com/google-chrome-os-1616448
https://www.lifewire.com/unix-flavors-list-4094248
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Linux is popular operating system for PC users around the world. It is an independent Portable 

Operating System Interface (POSI) implementation. Linux does true multitasking and includes virtual 

memory, shared libraries, demand loading, memory management, TCP/IP networking and other 

features that are available with current full featured commercial 

operating systems. This operating system was initially created by 

Linus Torvalds, in 1991. In 1994 the first version of Linux Kernel was 

released on Internet. Linux is an example of Open Source Code 

Operating System. It has nearby all the features present in Unix Operating System. Linux also 

supports TCP/IP protocol and we can access Local Area Network and Internet. Linux is generally 

provided with two types of Graphical User Interface one is known as KDE and other one is known as 

Gnome. Other interfaces like command interpreter is also available.  

1. Kernel: Kernel is the core part of Linux. It is responsible for all major activities of this operating 

system. It consists of various modules and it interacts directly with the underlying hardware. 

Kernel provides the required abstraction to hide low level hardware details to system or 

application programs. A kernel is a low level program interfacing with the hardware (CPU, RAM, 

disks, network ...) on top of which applications are running.    

2. System Library : System libraries are special functions or programs using which application 

programs or system utilities accesses Kernel's features. These libraries implement most of the 

functionalities of the operating system and do not requires kernel module's code access rights. 

3. Shell : A shell is a command interpreter, i.e. the program that either processes the command you 

enter in your terminal emulator (interactive mode) or process shell scripts (text files containing 

commands) (batch mode). In early UNIX times, it used to be the unique way for users to interact 

with their machines. Nowadays, graphical environments are replacing the shell for most casual 

users.  

2.3.3.1     Feature of Linux operating system 

 Multiuser capability : Multiple users can access the same system resources like memory, hard 

disk, etc. But they have to use different terminals to operate. 

 Multitasking : More than one function can be performed simultaneously by dividing the CPU 

time intelligently.  

 Portability : Portability doesn't mean it is smaller in file size or can be carried in pen drives or 

memory cards. It means that it support different types of hardware. 

 Security : It provides security in three ways namely authenticating (by assigning password and 

login ID), authorization (by assigning permission to read, write and execute) and encryption 

(converts file into an unreadable format). 

 Graphical User Interface (X Window system) : Linux is command line based OS but it can be 

converted to GUI based by installing packages. 

 Application support: It has its own software repository from where users can download and 

install many applications. 
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 File System: Provides hierarchical file system in which files and directories are arranged. 

 Open Source: Linux code is freely available to all and is a community based development project.  

2.3.3.2  Key Differences between Linux and Windows Operating System 

Linux is free and open source operating system whereas Windows is a commercial operating system. 

1. Windows is not customizable as against Linux is customizable and a user can modify the code 

and can change its the look and feel. 

2. Linux provides high security than windows because Linux is open source. 

3. Windows must boot from the primary partition. In contrast, there is no such constraint in 

Linux it can be booted from either primary or logical partition. 

4. The separation of the directories is done using a backslash in windows. On the contrary, in 

Linux, these are separated by using forward slash. 

5. In Linux, file names are case sensitive while windows file name are case-insensitive. 

6. In Microsoft Windows, files are stored in folders on different data drives like C: D: E: .But, 

Unix/Linux uses a tree like a hierarchical file system. 

7. In Microsoft windows Administrator user has all administrative privileges of computers. But In 

Linux Root user is the super user and has all administrative privileges. 

8. In Windows, you cannot have two files with the same name in the same folder but Linux file 

naming convention is case sensitive. Thus, sample and SAMPLE are 2 different files in 

Linux/Unix operating system. 

9. In Windows Hard drives, CD-ROMs, printers are considered as devices. But in Linux 

Peripherals like hard drives, CD-ROMs, printers are also considered as files. 

10. Windows has 4 types of user account types 1) Administrator, 2) Standard, 3) Child, 4) Guest 

but Linux has 3 types of user account types 1) Regular, 2) Root and 3) Service Account. 

2.3.4 Ubuntu Operating System  
Ubuntu is a complete Linux open source operating system. It is free of cost available for individual 

community and professional use. The Ubuntu community is built on the ideas enshrined in the 

Ubuntu Manifesto: that software should be available free of charge, that software tools should be 

usable by people in their local language, and that people should have the freedom to customize and 

alter their software in whatever way they see fit. Linux is the name of the core component of the 

operating system. Ubuntu includes the very best in translations and accessibility infrastructure that 

the Free Software community has to offer, to make Ubuntu usable by as many people as possible. 

Ubuntu is entirely committed to the principles of open source software development. 

Ubuntu is suitable for both desktop and server 

use. The current Ubuntu release supports Intel 

x86 (IBM-compatible PC), AMD64 (x86-64), 
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ARMv7, ARMv8 (ARM64), IBM POWER8/POWER9 (ppc64el), IBM Z zEC12/zEC13/z14 and IBM 

LinuxONERockhopper I+II/Emporer I+II (s390x).  

Ubuntu includes thousands of pieces of software, starting with the Linux kernel version 4.15 and 

GNOME 3.28, and covering every standard desktop application from word processing and 

spreadsheet applications to internet access applications, web server software, email software, 

programming languages, different tools and several games. 

The Ubuntu Project is sponsored by Canonical Ltd. Canonical will not charge licence fees for Ubuntu, 

now or at any stage in the future. Canonical's business model is to provide technical support and 

professional services related to Ubuntu.  
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Model Paper M1R5 
1. Each question below gives a multiple choice of answers. Choose the most appropriate one 
and enter in the ''OMR'' answer sheet supplied with the question paper, following instructions 
therein.                                                                                                                                  (1x10=10) 

1.1 In Linux a user can load or upload 

a) I/O Modules  
b) I/O Devices  
c) Kernel Modules  
d) File Base I/O  

1.2  Aqua user interface was appeared with?           

a) windows  b) shells  
c) MAC OS   d) Bourne shell  

1.3 Which of the following operating system does not implement multitasking truly?  

a) Windows 98  b) MS DOS  
c) Windows XP  d) Windows NT  

1.4 Operating System manages?   

a) Memory             b) I/O Devices  
b) Processor           d) All of the options  

1.5 Operating Systems for Mobile Phone and Tablets are   
   

a) Windows OS b) Android OS 
c) iOS d) All of Above  

1.6 OS does not boot itself when a system is...   

a) Shutdown       b)  Reset  
b) Powered on         d)   Restarted   

1.7 Does Ubuntu need Antivirus? 
      

a) Yes  b) No  
c) Partial  d) None  

1.8 Which of the following is an example of system software?  

a) Operating system  
b) Loader  
c) Linker   
d) All of the above  

1.9 Linux is a……..and………operating system. 

a) Multiuser, Single tasking 
b) Multiuser, Multitasking 
c) Single user, Multitasking 
d) None of the above 

 

1.10 What is the Default File Extension after .(Dot) in Web files-  

a) .gtml b) .html or .htm 
c) .com d) .xtml 
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Word Processing  
 

3.0  Introduction of Word processing  

Before starting LibreOffice writer word processing software firstly we will discuss about what is the 

difference between libreOffice and Microsoft office.  

The key difference between LibreOffice and Microsoft is that LibreOffice is an open-source, free suite 

of office products while Microsoft Office is a commercial office suite product package that requires 

users to purchase a license. Both will run on multiple platforms and both offer similar functionality. 

LibreOffice will run on Windows, Mac, and Linux. There are Microsoft Office versions for Windows 

and Mac. However, running Microsoft Office on Linux can get complicated.  Both product suites have 

similar productivity tools that perform the same functions. 

LibreOffice includes Microsoft Office includes  

Word processing: Writer 

Spreadsheet: Calc 

Presentations: Impress 

Database: Base 

Math: Formula Editor 

Draw: Vector Graphics 

Word processing: Word 

Spreadsheet: Excel 

Presentations: PowerPoint 

Database: Access (for PC users only) 

Email: Outlook 

Desktop publishing: Publisher (for PC users only) 

One major difference is that LibreOffice does not come with an email program like Outlook from 

Microsoft Office. However, it is easy enough to use an add-on. For example, Thunderbird is a 

feature-rich free email application. 

3.1 Word Processing Basics  

Word processing software is used to manipulate a text document, such as a Letter, resume or a 

report. You typically enter text by typing, and the software provides tools for copying, deleting and 

various types of formatting. Some of the functions of word processing software include: 

 Creating, editing, saving and printing documents. 

 Copying, pasting, moving and deleting text within a document. 

 Formatting text, such as font type, bolding, underlining or italicizing. 

 Creating and editing tables. 

 Inserting elements from the software, such as Pictures. 

 Correcting spelling and grammar. 

 

https://www.online-tech-tips.com/free-software-downloads/the-best-open-source-software-you-should-be-using/
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Model Paper - M1R5 
1. Each question below gives a multiple choice of answers. Choose the most appropriate one and enter in 

the ''OMR'' answer sheet supplied with the question paper, following instructions therein.       (1x10=10) 
 

1.1 Which is the type of page orientation in LibreOffice writer. 

a. Portrait   

b. Landscape  

c. Both a & b  

d. Slide  
 

1.2 Which function Key is used for Spell check..  

a. F7 b. Ctrl + C 

c. Shift +C d. Ctrl + F7 
 

1.3 ........ Key is used to go to select to the beginning of the line in LibreOffice writer. 

a. Home+shift b. Ctrl+Home 

c. Alt+Home d. Shift +C 
 

1.4 Shortcut key used for line break   in LibreOffice writer.  

a. Ctrl + M b. Ctrl + P 

c. Shift+Enter d. Ctrl + O 
 

1.5 ........ Key is used to go to beginning of the line in LibreOffice writer 

a. Ctrl+Home b. Home 

c. Alt+Home d. Shift +Home 
 

1.6 Key used for Align Left of the text in LibreOffice writer. 

a. Ctrl + M  b. Ctrl + P 

c. Ctrl + L d. Ctrl + O 
 

1.7 Which of the following is not a component of the LibreOffice Suite 

a. writer b. Internet Explorer 

c. Impress  d. Base 
 

1.8 In LibreOffice writer which of the following shortcut is used to Justify the document. 

a. Ctrl +J b. Ctrl + P 

c. Ctrl + Z   d. Ctrl + O 
 

1.9 Minimum font size in libreoffice writer?  

a. 2 b. 3 
c. 1 d. 0 

 

1.10 Key used for exit appliations LibreOffice writer. 

a. Ctrl + O b. Ctrl + T 
c. Ctrl + F1   d. Ctrl + Q 
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2. Each statement below is either TRUE or FALSE. Choose the most appropriate one and enter 
your choice in the ''OMR'' answer sheet.                                                  (1x10=10)  

2.1  In Writer, search is case sensitive.  

2.2  In Writer table, Shift+tab key is used to move the cursur at one cell back .  

2.3 Minimum zoom percentage in LibreOffice Writer is 20%.  

2.4  Shortcut key Ctrl+1 is used for heading 1 style in selected text.  

2.5  Font size can’t be changed in LibreOffice writer.  

2.6  Bullets and numbering appears in the standard toolbar in LibreOffice writer.  

2.7  LibreOffice is an application software.  

2.8  Eleven menu are found in LibraOffice writer.  

2.9  Shift+Arrow Right is used to move cursor with selection to the right.  

2.10  LibreOffice Writer template does not include style formatting.  

3-   Match words and phrases in column X with the closest related meaning of word(s)/phrase(s) in 
column Y.                                                                                                                                                                (1X10=10)      

X Y 

3.1 Most widely used Word processing software in Late 1970  
was____ 

A .odt 

3.2 Maximum font size in libreoffice writer. B Shift+F7 

3.3 The default Extension of writer file is C Ctrl+Shift+S 

3.4 Shortcut key is used for Automatic spell Checking. D Ctrl+F12 

 

3.5 Shortcut key to open Save AS dialog box in libreOffice writer. E 999.9 

3.6 Maximum Zoom in writer percent are  - F Word star 

3.7 Key used for Subscript  the text in LibreOffice writer. G 600% 

3.8 Shortcut key for Insert table in LibreOffice writer.  H Ctrl +Shift+B 

3.9 When LibreOffice Writer gets loaded, the opening screen 
displays a document named:  

I Untitled1 

3.10 The Option is used to see how the document will look like 
when it will be printed.  

J 96 

  K Print Preview 

  L Standard Toolbar  

  M .docx 

4. Each statement below has blank space to fit one of the word(s) or phrase(s) in the list below. Choose 
the most appropriate option, enter your choice in the ''OMR'' answer sheet supplied with the question 
paper, following instructions therein.                  (1x10=10) 

A. Ctrl+Enter B. Ctrl+Home C. Page Orientation  

D. Formating Toolbar  E. Ctrl+Shift+O F. Ctrl + O 

G. Mail Merge  H. Ctrl+V I. Bottom of the page  

J. Ctrl+] K. F5 L. Ctrl + Shift+N 

4.1 Shortcut key for Manage Template in LibreOffice Writer .................... 
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SpreadSheet  
 

4.0 Introduction of Libreoffice Calc Spreadsheet  

Calc is the spreadsheet program of LibreOffice. It is similar to programs such as Microsoft Excel. It is 

an ideal alternative to Microsoft Excel. It allows you to effectively analyse and manage your data.   

Calc is also a good application to use to create spreadsheets for inventories, timesheets, grade books 

etc. Like Excel, you can enter data (usually numerical) in calc spreadsheet and also manipulate (add, 

subtract, multiply, divide, average etc.) it to produce certain results. 

 

4.0.1 Objective 

In this chapter we will discuss about Elements of Electronic Spread Sheet, Opening of Spread Sheet, 

Addressing of Cells, Printing of Spread Sheet, Saving Workbooks, Manipulation of Cells, Types of Data 
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Entries (Text Entry, Numeric Entry and Date & Time entry), Editing spreadsheet Data, Inserting and 

Deleting Rows, Column, Changing Cell Height and Width, Function and Charts, Using Formulas. 

4.1 Elements of Spread Sheet  

 
 

 Row  Column Cell Sheet 

LibreOffice Calc 1048576 1024 (A to AMJ) 1073741824 10000 

Excel 2013 1048576 16384  (A to XFD) 1717989184 -- 

Calc Spread  Zoom  Minimum 20% Maximum 400% 

Spreadsheet: A Spreadsheet is the place where the user works and performs arithmetical and 
functional calculations. By default it is named as Sheet1. You can rename the sheet. 

Row  

A Row is the horizontal sequence of the spreadsheet. A Row is named as the numbers 1, 2, 3 etc. In 
Calc, Total number of Row is 10,48,576. 

Column  

A Column is the vertical sequence of the spreadsheet. It is named as A, B, C etc., in Calc Application. In 
Calc, total number of column is 1024(AMJ) (from A to AMJ). The last cell name is AMJ1048576. 

Cell  

A Cell is the intersection of Row and Column. For example, Cell A1 is the intersection of column A and 
Row 1. A cell in which mouse pointer is available that cell is known as Active cell; cells may contain 
text, numbers and formulas. 

Cell Range  

A range is identified by its first and last cell address, separated by a colon. For Example: - If we want 
to add cell A1 to cell A5 then we write formula =Sum (A1:A5) 



Information Technology tools and Network Basics  
19 

 

 

Model Paper (M1R5) 

1. Each question below gives a multiple choice of answers. Choose the most appropriate one and enter 
in the ''OMR'' answer sheet supplied with the question paper, following instructions therein.  1.1 
Shortcut key for reach to last edit cell in LibreOffice calc?  

a. Ctrl+Home b. Alt+Ctrl+O 

c. Ctrl+End d. Ctrl+H 

1.2 Output of the Calc expression is =100/10/2 .  

a. 25 b. 50 

c. 5 d. 200 

1.3 Shortcut key used to opens the Function Wizard in LibreOffice Calc. 

a. Alt + F1   b. Ctrl +F6 

c. F2 d. Ctrl+F2 

1.4 The combination of the column letter and row number for a cell in an Calc spreadsheet is called.  

a. Cell across  

b. Cell identification number 

c. Cell reference  

d. Cell identify  

1.5 Key used to Opens Manage Template in LibreOffice Calc.  

a. Ctrl + Shift+N b. Ctrl + T 

c. Ctrl + F1   d. Ctrl + O 

1.6 Extension of LibreOffice calc spreadsheet. 

a. .ods b. .xlx 

c. .odp d. .odt 

1.7 What is the maximum number of Characters in one cell in calc spreadsheet?  

a. 32767 b. 1024 

c. 6000 d. 255 

1.8 How many spreadsheets on Libreoffice calc by default?  

a. 2 b. 3 

c. 1 d. 0 

1.9 What will result from adding =A1+A2 to Calc? 

a. ### b. 5 

c. 1 d. 0 

1.10 What is the maximum number of cell per spreadsheets in calc?  

a. 1073741824 b. 1000 

c. 6000 d. 1,048,576 
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LibreOffice Impress (Presentation) 
 

  

5.0  Introduction LibreOffice Impress (Presentation)   

Like presentation in MS office, impress is also a powerful tools of LibreOffice. It's very similar to 

Microsoft's PowerPoint. It is a presentation programme included in LibreOffice. You can create slides 

that contain many different elements, including text, bulleted and numbered lists, tables, chart and 

graphical objects as clipArt, drawings etc,. It also includes a spelling checker, a thesaurus, text style 

and background styles. Impress can handle both Microsoft's PowerPoint format (.ppt) as well as its 

own open standard format called open document presentation format (.odp) which is internationally 

recognized.  

LibreOffice Impress lets you create professional slide shows that can include charts, drawing objects, 

text, multimedia and a variety of other items. If you want, you can even import and modify Microsoft 

PowerPoint presentations. For on-screen slide shows, animation, slide transitions and multimedia 

are a few of the techniques you can use to make your presentation more exciting. 

 

The Basics features of of Impress presentation 

Impress is a open office tool to create presentations. It's very similar to Microsoft's PowerPoint. 

Impress can handle both Microsoft's PowerPoint format (ppt) as well as its own open standard 

format called open document presentation format (odp) which is internationally recognized. 
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Impress Window  

When you will open impress, a window will appear on you screen and you will find impress window 
in three part as Slide pane, workspace and Side bar. You will see several toolbars  which facilitate you 
to create and format your text. Slide pane contains thumbnail pictures of the slides in your 
presentation, in the order the slides will be shown. 

Slide Pane  

It displays thumbnail picture in your presentation in the order in which they will be shown unless 
you change the slide show order. By using slide pane several addition operation can be performed as 
you can Add new slides, hide any slide, copy and paste, Move any slide to another place etc.  

Workspace : The Workspace shown in middle of the the impress window with five view: Normal, 
Outline, Notes, Handout and Slide Sorter. 

 
Sidebar   
Sidebar normally open by default on the right 
side of the impress window. You can select 
view>sidebar from the Menu bar to display it. 
Sidebar contains eight sections as Slidebar 
setting, Properties, Slide transition, Master 
Slide, Style, Gallary and Navigator. You can 
open only one section by clicking on the icons. 

 

Presentation  

The presentation is a collection of individual slides that contain information on a topic. LibreOffice 
presentations are commonly used in business meetings and for training and educational purposes. 
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Model Paper M1R5 
 

1. Each question below gives a multiple choice of answers. Choose the most appropriate one and enter 
in the ''OMR'' answer sheet.         (1x10=10)  

1.1 The maximum number of slide can be printed 
on A4 size page.  

a. 1 b. 5 

c. 9 d. 4 

1.2 Which Menu of LibreOffice Impress found 
Slide Transition command available?   

a. File  b. Slide  

c. Format  d. Edit  

1.3  In LibreOffice Impress in order to see all the 
slides on one screen use-  

 a. View, slide sorter 

 b. View, slide 

 c. View, master 

 d. View, slide show 

1.4 Menu command to create a text box on a 
slide.   

a. Tool/Text box  

b. View/Text box  

c. Insert/Text box  

d. Formate/Text box  

1.5 Shortcut key for slide show from current 
slide  

a. F5 

b. Shift+F5 

c. Ctrl+F5 

d. None of above - mi;qZDr es ls dksbZ ughaA 

 1.6 You use __ in your slides to hold text, clip art, 
and charts.   

a. Textbox  

b. Drawing box  

c. Placeholders  

d. Window  

1.7 In which menu Master slide Function 
available 

a. Slide Show  

b. Slide  

c. Format  

d. Tools  

 1.8 The default name of the Impress 
presentation is ...  

a. Calc 

b. Untitled1 LibreOffice Impress 

c. Slide1 

d. Writer 

1.9 Maximum Zoom in Impress are-  

a. 300% b. 3000% 

c. 450% d. 500% 

1.10 You can create a new presentation by using 
all of the following, except.  

a. Ctrl + N        

b. Click on New Icon 

c. Ctrl + O    

d. File menu>New Presentaion 
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2. 2. Each statement below is either TRUE or FALSE. Choose the most appropriate one and 
enter your choice in the ''OMR'' answer sheet.                                     (1x10=10) 

2.1 Function key F7 is not used for spellcheck.  

2.2 You can set custom Slide Show in LibreOffice Impress.  

2.3 Shortcut key Ctrl+Shift+S is used to save the impress presentation on another location or 
make a copy.  

2.4 Arrow Left is used to move cursor to left. 

2.5 Template is readymade styles that you can use for your LibreOffice Impress presentations.       

2.6 Arrow Up is used to move the cursor one line.  

2.7 Whenever you insert a new slide in a LibreOffice impress presentation it is always inserted 
after the active slide in the slide order.  

2.8 Ctrl+F5 is used for slide show.   

2.9 In LibreOffice impress Alt + Page down is used to go to next slide without playing effects. 

2.10 Ctrl+Z is not used to undo last action.  

3.  Match words and phrases in column X with Y.      (1X10=10) 
                                                                                                                                                                 

X Y 

3.1 Key used to insert new slide in LibreOffice Impress.  A F1 

3.2 In LibreOffice Impress, slide sorter command is found under ___ menu.  B Ctrl + M 

3.3 Shortcut key is used to start Slide Show from Current Slide.  C 5% 

3.4 Help Key shortcut used in Libre Office?  D View  

3.5 In LibreOffice impress, Shortcut key is used to End presentation.  E F5 

3.6 Minimum zoom size in LibreOffice Impress.  F Esc 

3.7 Shortcut key brings you to the first slide in your Presentation?  G Shift+F5 

3.8 Key used to Opens Templates and Documents dialog in LibreOffice 
Impress.  

H Ctrl+Home 

3.9 Go to the next slide.  I Ctrl + 
Shift+N 

3.10 Shortcut key for move First slide of a presentation.   J Ctrl+ Page 
Down 

  K Ctrl+Home 

  L Shift+N 

4. Each statement below has blank space to fit one of the word(s) or phrase(s) in the list below. Choose 
the most appropriate option.                 (1x10=10) 

A. Ctrl+O B. Ctrl + Page Up C. Ctrl+Alt+C 

D. 10 E. Shift+Arrow Up F. Format menu >animation 

G. End key  H. Ctrl+H I. .odp   

J. Ctrl + P K. Alt+Ctrl+H L. .pptx   

M. Shift+Arrow Left     
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4.1 ______ menus are found in LibreOffice Impress.   

4.2 The ______ keyboard combination can be used to open a presentation file.  

4.3 ______ is used to go to the previous slide in LibreOffice impress. 

4.4 ______ is used to move cursor with selection to the left. 

4.5 In Impres Presentation for animation we select slide object and click ______ 

4.6 ______  extensions is related to LibreOffice impress.   

4.7 ______  is used to selecting lines in an upwards direction. 

4.8 Shortcut key ______  is used to write comment on impress presentation.  

4.9 ______  Key used to Print a document in LibreOffice Impress.  

4.10 You can hyperlink any web document on your slide by using short cut key ______. 

PART TWO        

5.  

a)          How to Create a Presentation by Using a Template in LibreOffice Impress. 

b)  Write a short note on slide Handout Master.  

c) Discuss the various layout templates available in LibreOffice Impress.  

6.    

a)  What is slide transition in LibreOffice Impress? How to Apply a Transition in LibreOffice 

Impress?  

b) What is a handout in LibreOffice Impress presentation? What is the purpose of using 
handouts?  

c) What are the advantages of presentation package? Give example of one such package. 

7.   

a)         What is Animation? How to apply Animation in LibreOffice object? 

b)       Explain any five  feature of LibreOffice Impress? 

c)        What are the different types of view used in LibreOffice Impress? 

8.   

a)  Explain how to insert and edit text on slide? 

b)      How to insert movie or sound file in a presentation?  

c)       Write steps for printing a presentation slide?  

9.        Explain (any three) of the following with example in word: 

 i) Slides and slide layouts  
 ii) Inserting and Deleting Slides  
 iii) Saving a Presentation  

 iv) Adding Clip Art pictures  

Answer Sheet 
 

1.1-c 1.2-b 1.3-a 1.4-c 1.5-d 1.6-c 1.7-b 1.8-b 1.9-b 1.10-c 

2.1-T 2.2-T 2.3-T 2.4-T 2.5-T 2.6-T 2.7-T 2.8-F 2.9-T 2.10 -F 

3.1-B 3.2-D 3.3-G 3.4-A 3.5-F 3.6-C 3.7-H 3.8-I 3.9-J 3.10-K 

4.1-D 4.2-A 4.3-B 4.4-M 4.5-F 4.6-I 4.7-E 4.8-C 4.9-J 4.10-H 
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Introduction of Internet &WWW 
 

 

6.1  Introduction of Internet &WWW  

The Internet is the global system of interconnected computer networks that use the Internet protocol 

suite (TCP/IP) to link devices worldwide. It is a network of networks that consists of private, public, 

academic, business and government networks of local to global scope, linked by a broad array of 

electronic, wireless and optical networking technologies. The Internet carries a vast range of 

information resources and services, such as the inter-linked hypertext documents and applications of 

the World Wide Web (WWW), electronic mail, telephony and file sharing. 

6.2  Basics of Computer Networks  

Networking is a technique which is used to make personal computer to multi user behavior. Though 

the computers having single user multi tasking operating system or network operating system 

(NOS). By sharing resources and peripheral devices more than one user can work at a single resource 

or device. 

Type of networking 

The network is divided on various grounds. There are mainly the following types of them: - 

 Based on Transmission media: There are two types depending on the medium of data 

transmission - wired network and wireless network. Wired (Twisted pair cable, coaxial cables, 

fiber-optic cables) and Wireless (Radio, Microwave, Infrared, Satellite).  

 Based on Network size: These are mainly of three types depending on the network size. LAN, 

MAN and WAN; 

 Based on Management method: It is also of two types depending on the network management 

method. Peer-to-peer and Client/Server.  

 Based on Topology (connectivity): Bus, Star, Ring, Tree and Mesh.  

6.2.1 Network Media (Transmission Media) :  

This is actual physical environment by which data travels from one computer to another and it 

connects network devices. The most basic hardware required for communication is the media 

through which data is transferred. There are several types of transmission media and the choice of 

the right media depends on many factors such as cost of transmission media, efficiency of data 

transmission and the transfer rate.  

It can be divided into two main categories theses are:   

1. Guided: Wires, Cables etc., 

2. Unguided: Wireless Transmission, e.g. Radio, Microwave and Infrared Waves.  
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1. Guided Media 

Twisted Pair Cables 

A twisted pair consists of a pair of insulated conductors that are 

twisted together. The advantages of a Twisted Pair cable over the 

two wire open lines are, it provides better resistance from false 

noise signals. As the two wires are closed to each other, both pick equal interferences caused by 

irrelevant signal sources and this reduces the differential signal added by the noise. 

Coaxial Cables 

Coaxial cable is a round shape cable in which there is a main 

conductor wire called inner conductor which is covered with thick 

plastic insulation of a solid plastic, it foils above it and it is wrapped 

in metal wire The outer conductor is called and the top is the plastic 

pipe which provides protection to all of these. 

Coaxial cable is mostly used in cable TV, it is also used in computer 

networks, but it is currently used very rarely in the computer network. Larger the cable diameter, 

lower is the transmission loss and higher transfer speeds can be achieved. A co-axial cable can be 

used over a distance of about 1 KM and can achieve a transfer rate of up to 100 MBPS. 

Fiber-Optic Cables 

This carries signals in the form of fluctuating light in a glass or 

plastic cable. An optical fiber cable consists of a glass or plastic 

core surrounded by a cladding of a similar material. The core 

transmit the light while the change in refractive index between 

the core and the cladding causes total internal reflection, thus 

minimizing the loss of light from fiber.  

2. Unguided Media  

Wireless: Radio, Microwaves & Satellite Channels use electromagnetic broadcast in open space. 

The advantages of these channels lie in their capabilities to cover large geographical areas. It is 

less expensive than the wired installation. The differentiation between radio, Microwave & 

satellite channels lie in the frequencies in which they operate. Frequency below 1000 MHZ are 

radio frequencies & higher the Microwave frequencies. 

Network Based on Size 

There are kind of networks divided on the basis of size like a network within building or campus 

is known as Local Area Network and the network which serves entire globe is known as Wide 

Area Network. 

Basically Network is divided into three parts according to the size… 

 LAN (Local Area Network)  

 MAN (Metropolitan Area Network) 

 WAN (Wide Area Network)  
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6.2.2 Local Area Networks (LAN)   

A local area network (LAN) is a computer network that interconnects computers within a limited 

area such as a residence, school, laboratory or office building. A LAN is 

a network of connected devices that exist within a specific location. LANs may be 

found in homes, offices, educational institution, or other areas. 

A LAN may be wired, wireless or a combination of the two. A standard wired LAN 

uses Ethernet to connect devices together. Wireless LANs are typically created 

using a Wi-Fi signal. If a router supports both Ethernet and Wi-Fi connections, it can be used to 

create a LAN with both wired and wireless devices.   

6.2.2.1  Characteristics of LANs  

 Coverage area is generally a few kilometers. 

 Using different dedicated transmission medium you can achieve the transmission rate of 1 

Mb/s to 100 Mb/sec or higher, with the further development of LAN technology is currently 

being developed toward higher speed (e.g. 155Mbps, 655Mbps and 1000Mbps etc.). 

 In LAN you can run the multiple devices to share a transmission medium.  

 You can use the different topology mainly bus and ring in LAN.  

 The communication quality is better in LAN, the transmission error rate are low as compare 

to WAN.  

 LAN supports a variety of communications transmission medium such as a Ethernet cable 

(thin cable, thick cable and twisted pair), fiber and wireless transmission.  

 A LAN usually has low cost, installation, expansion and maintenance and LAN installation is 

relatively simple, good scalability.  

6.2.2.2  Advantage of LAN  

1. Resource Sharing: LAN provides resource sharing such as computer resources like printers, 

scanners, modems, DVD-ROM drives, and hard disks can be shared within the connected 

devices. This reduces cost and hardware purchases. 

2. Software Applications Sharing: In a Local Area Network, it is easy to use the same software in a 

number of computers connected to a network instead of purchasing the separately licensed 

software for each client a network.  

3. Easy and Cheap Communication: Data and messages can easily be shared with the other 

computer connected to the network. 

4. Centralized Data: The data of all network users can be stored on a hard disk of the 

central/server computer. This help users to use any computer in a network to access the 

required data. 

5. Data Security: Since data is stored on the server computer, it will be easy to manage data at 

only one place and the data will be more secure too. 

6. Internet Sharing: Local Area Network provides the facility to share a single internet connection 

among all the LAN users. In school labs and internet Cafes, single internet connection is used to 

provide internet to all connected computers. 
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Model Paper- M1R5 
1-  Each question below gives a multiple choice of answers. Choose the most appropriate one and  
enter in  the “OMR”  answer sheet supplied with the question paper, following instructions therein. 

 (1x10=10) 

 1.1   ARPANET stands for- 

a. Advanced Research Projects Agency 
Network 

b. Advanced Research Project Agency 
Network  

c. Asymmetric Routing Project Advance 
Network  

d. None of the option  

 

1.2 Each computer connected to the internet 

is called .. 

a. Client/server  

b. Search engine  

c. Web browser  

d. None of above  

1.3 A host on the Internet finds another host 

by its. 

a. Postal address  

b. Electronic address  

c. IP address  

d. None of above  

1.4 Which of the following layer is an end-to-

end layer? 

a. Data Link Layer  

b. Transport Layer  

c. Network Layer  

d. Physical Layer  

1.5 FTP is built on architecture: 

a. P2P b. IM 

c. IRC d. Client-Server 

1.6 Mail access with client when user needs 

to download email from the: 

a. Mail Host  

b. Mail Server  

c. Mail Box  
d. Internet  

1.7 Internet explorer is a type of? 

a. Operating system  

b. Compiler  

c. IP Address  

d. Browser  

1.8 Which of the following is considered as 

first web browser? 

a. Nexus  

b. Netscape Navigator  

c. Internet Explorer  

d. Mosaic  

1.9 The facilities available in the internet are 

i. Electronic mail   
ii. Remote login  
iii. File transfer  
iv. Word processing  

a. (i) and (ii) - (i) 

b. (i), (ii) and (iv) 

c. (i), (ii) and (iii)  

d. (ii), (iii) and (iv)  

1.10 Which topology is used by FDDI? 

a. Bus Topology  

b. Ring Topology  

c. Dual Ring Topology 

d. Mesh Topology 
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2. Each statement below is either TRUE or FALSE. Choose the most appropriate one and 

enter your choice in the ''OMR'' answer sheet.                                                          (1x10=10)  

2.1  The Internet was created by a U.S. Military research agency.  
2.2    The standard protocol of the Internet is Ethernet.  

2.3  In a peer-to-peer network, any client computer can also be a server.  

2.4  A client/server network is a network in which only one computer is a server and provides 

services to the other computers which are called clients.  

2.5  The advantage of packet-switching over circuit switching is more pronounced for bursty traffic 

than for smooth traffic.  

2.6  Telnet is an underlying TCP/IP protocol for accessing remote computers.   

2.7  eCommerce is not about technology. Its about your business.  

2.8  Mesh topology is highly reliable.  

2.9  Today Twisted Pair cable is the media of choice for backbone networks.  

2.10  In a Mesh topology, if there are n devices in a network, each device has n-i ports for cables.  

3. Match words and phrase in column X with the closed related meaning of word(s)/phrase(s) in 
column Y.          (1X10=10) 
 

X Y 

3.1 Internet works on  A WAN  

3.2 Business over the internet  B FTP  

3.3 It is stateless protocol.  C MAN  

3.4 TCP/IP is a ................... D Amazon  

3.5 Transport layer protocolss is used to support electronic 
mail.   

E HTTP  

3.6 Application level protocol  F LAN  

3.7 The Equipment need to connect to the internet  G Star  

3.8 A computer communication technology that provides a 
way to interconnect multiple computers across short 
distance is.   

H Modem  

3.9 In this topology there is a central controller or hub.  I Packet Switching  

3.10 First network to implement TCP/IP suite. J Protocol  

  K ARPANET  

  L SMTP 

4. Each statement below has a blank space to fit one of the word(s) or phrase(s) in the list below. 
Choose the most appropriate option. 

A Router  B Telnet  C MAC address  

D 4-layers  E Arpanet  F IP address  

G XHTML  H Switch  I Website  

J DHTML  K Google  L Code  

4.1  A ____________ is a device that connects multiple computers into a network in which multiple 
communication links can be in operation simultaneously.  

4.2  ______ is physical address of computer.  
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4.3  _______ is used to access and operate a remote computer on a network.  

4.4  ..................... is a search engine.   

4.5  _______________ was the predecessor to the internet.  

4.6  The collection of information for communication is known as _____________  

4.7  ____is the current standard language used to create webpages.  

4.8  A __________ is a device that acts as a smart hub connecting computers into a network and it also 
separated your network from other networks.  

4.9 TCP/IP is a _______ hierarchical protocol suite developed before the OSI model. 

4.10  ________ is used to identify computer in network.  

PART TWO        
  

Q 5.  

a) What is Network. What are the different method to establish a network.  

b) What is an Internet Service Provider (ISP)? What is an Internet access technology?  

c) What is the network topology? What are the different types of network topology? Discuss Mesh 
Topology.   

Q 6.  

a) What is the difference between LAN,MAN & WAN? 

b) Define MAN. Write down three important features that discriminate MAN from WAN.  

c) What are the applications of Computer Networks?  

Q 7.   

a)   Explain Website Address and URL. Write the steps of Printing Web Pages- 

b)     What is the Different between Internet and WWW.  

c)    What is protocol? Explain Common Networking Protocols –  

d) What are the different types of Transmission Media?  

Q 8.   

a)  Search Engines and Popular Search Engines.  

b)     Give a brief description of the TCP/ IP Model.  

c)  What is www? Explain briefly with the help of www architecture.  

Q 9.      Explain (any three) of the following with example in word: 

 i) Internet Protocol.  

 ii) Differentiate: Internet and Intranet.  

 iii) Modes of Connecting Internet  

 iv) Surfing the web     

Answer sheet 

1.1-a 1.2-a 1.3-c 1.4-b 1.5-d 1.6-b 1.7-d 1.8-a 1.9-c 1.10-c 

2.1-F 2.2-F 2.3-T 2.4-T 2.5-T 2.6-T 2.7-F 2.8-T 2.9-F 2.10 -T 

3.1-I 3.2-D 3.3-E 3.4-J 3.5-L 3.6-B 3.7-H 3.8-F 3.9-G 3.10-K 

4.1-H 4.2-C 4.3-B 4.4-K 4.5-E 4.6-I 4.7-G 4.8-A 4.9-D 4.10-F 
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E-mail, Social Networking &  
E-Governance Services 

 
 

  

7.0 Introduction   

Communication has been the vital tool in our daily life routine, Business, Education, Research and 

many more. Communication impacts a vital impression in any sector of life. Email, Social Networking, 

chats, blogs and many more are key tools used in communication. Without effective communication, 

collaboration is not possible. You can 

collaborate with your business partners 

through the internet. The unity of students 

has increased due to the formation of 

telecommunications and they have got the 

experience of working together. Students 

from all over the world are connected to each other through collaboration learning.  

7.1 Structure of E-mail  

In a world where electronic mail has become an integral part of daily life, it is useful to gain 

understanding of various parts of an email address. Let’s dig a bit 

deeper into the components and structure of an email id. Electronic 

mail (email) provides us a way of sending messages at lightning fast 

speed. Although email is an integral part of the modern day 

communication but common man is still ignorant about a few facts on 

the all important: the Email Address. 

The structure of email address: Every email address has three main 

parts.   

Account_name@ domain name.com 

Domain name: This part of the email address is the name of server that hosts your emails. It is not 

necessary that the domain name would always be of a .com kind. It can be anything from the 

standard list of domain extension (e.g. .org , .net , .gov, .co.in etc.) 

A server that could be of a free web-based email service provider (like Gmail, Hotmail, Yahoo Mail 

etc.) or server may belong to a specific organization (for example, if you’re working in a company 

named XYZ … the server name could be xyz.com). 

Account name (or username): An email hosting server may host emails for one person —or millions 

of persons. You can imagine your account like a pigeon-hole or letter box whose key only you have. 

This key is called… password. Here you should set your password to be strong. Weak passwords can 

compromise security of your email account. 
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All the email account names on a server have to be unique so that the server can send emails to 

various accounts without any confusion. There cannot be two accounts with the same name on a 

server. Therefore, two xyz@gmail.com are not possible. But xyz@gmail.com and xyz@yahoo.com 

are possible. The account name (i.e. the part before @ sign) refers to the user/owner of the email 

address.  

@ Sign: First thing first, in case of email address, this symbol is pronounced as at and not as “at the 
rate” This symbol is used in an email address to separate account name from domain name. When a 
computer try to understand an email address, it splits the address from @ sign. The part of email 
address that comes before @ is account name and the part that comes after it is domain name.  There 
must be one (and ONLY one) @ sign in an email address. If the address does not have this sign —it is 
not a valid email address. 

Email addresses are not case-sensitive. This means it does not matter whether you write address in 
uppercase or lowercase or mixed case. (ONLY rarely the account name may be case-sensitive but 
domain name is never case-sensitive). All free web-based email services use non-case-sensitive 
addresses, therefore tbalaji.pub@gmail.com is same as TBALAJI.PUB@GMAIL.COM. To show the 
account holder’s real name against an email id, the email id is enclosed in angular brackets.  

For example: Balaji Publication tbalaji.pub@gmail.com (Account name cannot be longer than 64 

characters.) 

7.2 Using E-mails 

Electronic mail (email or e-mail) is a method of exchanging messages ("mail") between people using 
electronic devices. Invented by Ray Tomlinson, email first entered limited use in the 1960s and by 
the mid-1970s had taken the form now recognized as email. Email operates across computer 
networks, which today is primarily the Internet. Some early email systems required the author and 
the recipient to both be online at the same time, in common with instant messaging. Today's email 
systems are based on a store-and-forward model. Email servers accept, forward, deliver, and store 
messages. Neither the users nor their computers are required to be online simultaneously; they need 
to connect only briefly, typically to a mail server or a webmail interface for as long as it takes to send 
or receive messages. 

Originally an ASCII text-only communications medium, Internet email was extended by Multipurpose 
Internet Mail Extensions (MIME) to carry text in other character sets and multimedia content 
attachments. International email, with internationalized email addresses using UTF-8, has been 
standardized, but as of 2017 it has not been widely adopted. 

Here is brief feature of email … 

 Communicating through Email is the most cost effective communication. Most of the web-based 
email providers are providing this for free.  

 You can keep records of email sent or received in your email account. You can retrieve the 
records of that in future any time.  

 It's not some other communication device which you need to carry with you. Only you need to 
login to your email account from anywhere across the globe.  

 You may keep soft copy (e-copy) of your important documents attached to your email account. 
All of the emails providing companies give you sufficient space to store your document. You may 
access these valuable documents from anywhere.  

mailto:tbalaji.pub@gmail.com
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MODEL PAPER- M1R5 
1. Each question below gives a multiple choice of answers. Choose the most appropriate one and enter 
in the ''OMR'' answer sheet supplied with the question paper, following instructions therein.   

       (1x10=10) 

1.1   What is a good way to protect sensitive 
information sent via e-mail? 

a. Write it in another language  

b. Keep the message in attachment  

c. Encrypt the message  

d. Send as a blind copy  

1.2 Unreserved Ticketing System (UTS) through 
App launched by Railway Ministry in 

a. January 2019  

b. Februay  2019  

c. January 2018  

d. None of above  

1.3 To work in C2C E-Commerce which of the 
following is required: 

i. World Wide Web  

ii. Corporate Network  

iii. Electronic Data Interchange 
Standards 

iv. Secure electronic communication 
link connecting businesses  

a. (i) and (ii)  

b. (ii) and (iv)  

c. (i) and (iii)  

d. (i) and (iv)  

1.4 Which protocol provides e-mail facility       
among different hosts? 

a. FTP  

b. SMTP  

c. TELNET  

d. SNMP  

1.5 Which of the following is not an e-mail 
server. 

a. Rediff mail  

b. Outlook  

c. Both a & B  

d. Linkden  

1.6  With the email we can attach the file 

a. Not more than one  

b. Not more than two  

c. one  

d. None of these  

1.7 Multipurpose Internet Mail Extension 
(MIME) was developed 

a. to support email messages containing 
text and video 

b. to support email messages containing 
text, audio and video 

c. to support email messages containing 
audio and video 

d. to support text-based email messages 

1.8 Indicates copies of the message were sent to 
additional people. The recipient does not 
know the message has been sent to others. 

a. URL  b. Cc  

c. End  d. Bcc  

1.9 What is the term used for talking on net with 
the help of typed text? 

a. New group b. E-mail  

c. Chatting  d. None  

 1.10 The convenient place to store contact 
 information for quick retrieval is..... 

a. Address box  

b. Message box  

c. Address book  

d. None  
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2. Each statement below is either TRUE or FALSE. Choose the most appropriate one and 

enter your choice in the ''OMR'' answer sheet.                                                       (1x10=10)  
 

2.1  POP is the incoming email server.  

2.2    MIME stands for Multi-Program Internet Mail Extensions.  

2.3 After creating DigiLocker account, you can voluntarily provide your Aadhaar number (issued 
 by UIDAI) to avail additional services.  

2.4   Refresh button returns to home page.  

2.5  E-mail is a method of exchanging digital messages usually over Internet or network. 

2.6  CC in the email stands for Carbon Copy.  

2.7  DigiLocker service launched in February 2015 to provide a secure dedicated personal 
electronic space for storing the documents of resident Indian citizens.   

2.8  To read an E-mail, you need to Sign In. with the E-Mail Service.  

2.9  E-mail addresses are case-sensitive.  

2.10  The two parts of an e-mail address is separated by @symbol.  
 

3. Match words and phrase in column X with the closed related meaning of word(s)/phrase(s) in 
column Y.              (1x10=10) 
 

X Y 

3.1 Standard Protocol for Transfer of Electronic Mail   A MIME 

3.2 Format of email attachments. B SMTP  

3.3 MIME  C Gmail 

3.4 E-mail address must have  D E-mail   

3.5 E-mail address is made up of……  E @ sign 

3.6 SMTP is associated with........  F @ 

3.7 The E-mail component of Internet Explorer is called.......... G Netiquette  

3.8 A simple protocol used for fetching e-mail from a mailbox is.....  H In two Part  

3.9 While using email to express opinions or ideas, especially when 
the message will be read by people who do not know you well.  

I Outlook Express  

3.10 In email address, the symbol that is used to separate the user 
name with the ISP address is.. 

J Electronic Mail 

  K POP3 

4. Each statement below has blank space to fit one of the word(s) or phrase(s) in the list below. Choose 
the most appropriate option.        (1x10=10)                                                                                                                               

A  POP  B Encryption  C EMAIL  
D Bounced  E POP3  F IMAP4  
G Netscape Communicator  H Spam emails  I January 2019  
J 37 K 25  L POP7  

4.1  Railway Ministry launched Unreserved Ticketing System (UTS) through App in ........... 

4.2  ……………… simply downloads email to your computer, and usually (but not always) deletes the 
email from the remote server. 

4.3   ................ emails always result in messages being sent back to the sender.  
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4.4  The port number of email is ___________  

4.5  E-mail message can be protected by........  

4.6 .......... Protocol used to fetch e-mail from a remote mailbox.  

4.7  Multipurpose Internet Mail Extension (MIME) is an extension of ________ that allows the transfer 
of multimedia and other non-ASCII messages.  

4.8  POP3 and ________ are protocols used by a mail server in conjunction with SMTP to receive and 
hold email for hosts.  

4.9  Messenger Mailbox is present in.....  

4.10  Unsolicited Bulk E-mails (UBI) are called _________ 
  

PART TWO        

5.  
a)  Explain the structure of e-mail. What are various e-mail protocols used for sending and 
 receiving e-mails? Explain in brief.  

b)  What is instant messaging? What are the applications used in Instant messaging? 

c)  Write steps for attaching file with the email message? 

6.   

a)  Write the steps to create and send new mail.  

b)  What are the different E-governance services?  

c) What are the various E-commerce Models?  

7.   

a)  What is Social Networking? Give the Examples of Social Networking. 

b)   What is blog? Write suitable steps for creating Blog?  

c)  Explain about the E-Governance. What are the primary delivery models of e-
Governmenance? 

8.  

a)   Explain “UMANG APP” with key features of “UMANG APP”. 

b)   Describe Digital Locker with method to Signing up. 

c)   How Information Technology is going to impact Indian Railways? 

9.  Write a shortnote on the following topics.  

a) Netiquettes  
b) Replying to and forwarding an Email.  

c) E-commerce  

c) Email Signature  

Answer sheet  
1.1-C 1.2-D 1.3-C 1.4-B 1.5-D 1.6-D 1.7-B 1.8-D 1.9-C 1.10-C 

2.1-T 2.2-T 2.3-T 2.4-F 2.5-T 2.6-T 2.7-T 2.8-T 2.9-F 2.10 -T 

3.1-B 3.2-A 3.3-D 3.4-E 3.5-H 3.6-J 3.7-I 3.8-K 3.9-G 3.10-F 

4.1-I 4.2-A 4.3-D 4.4-K 4.5-B 4.6-E 4.7-C 4.8-F 4.9-G 4.10-H 
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Digital Financial Tools and 
Applications 

 
 

 

8.1 Digital Financial Tools  

In today's world, everything is digitized, which means we can access or get every service in digital 

format through mobile phones, computers, tablets, etc. The invention of computers and smart phones 

has created a huge impact on financial services. Today using computers and mobile phones, a person 

can access his/her bank account, verify account 

details, transfer funds, deposit cash, pay bills, book 

tickets, etc. Also, the invention of ATMs reduced the 

time taken to withdraw and deposit money from 

banks. Digital services help to save time by 

providing services in a single touch. Customers want 

to know where they are and what’s happening with 

their property. They want immediate access to 

information, at any time. In this case no need for the 

customer to go any bank, Fill the online form, apply 

online form, and needs to wait for the result. Take a 

look at below topics. 

8.1.1 There are three key components of any such digital financial services:  

 Digital Transactional Platform 

 It enables a customer to use a device to make or receive payments and transfers and to store 

value electronically with a bank or any such nonbank institutes which permitted to store 

electronic values.The important thing is that there is no contribution of cash money in it. 

 Retail Agent 

Retail agents use a digital device connected to communications infrastructure to transmit and 

receive transaction details. It enables customers to convert cash into electronically stored value 

and to transform stored value back into cash. Their main task is to manage the promotion and 

dissemination of digital service to the customer. 

 Devices 

The customer’s device can be digital like mobile phones that is a means of transmitting data and 

information or an instrument like payment card machines that connects to a digital device like 

POS terminal. 
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8.1.2 How digital fianancial tools is useful for people?  

Main objective of the Digital Financial Services is to delivering financial services through 

technological innovations like mobile phones. Digital finance also has an important role to play for 

small businesses. It not only provides them with access to financing but also to electronic payment 

systems, secure financial products and a chance to build a financial history. It can be a catalyst for the 

provision and use of a diverse set of other financial services – including credit, insurance, savings and 

financial education.  

8.2 Understanding OTP (One Time Password) and QR (Quick Response) 

Code  

8.2.1 Understanding OTP (One Time Password) 

OTP stands for One Time Password, also known as One Time Pin. It is a password that is valid for 

only one login session or transaction, on a computer 

system or other digital device. OTPs avoid a number of 

shortcomings that are associated with traditional (static) 

password-based authentication. With the increase in 

cyber security threats, it has become more and more 

necessary to upgrade the security standards of your web 

applications. You need to make sure your users’ accounts 

are safe. 

When an unauthenticated user attempts to access a system or perform a transaction on a device, an 

authentication manager on the network server generates a number, using one-time password 

algorithms. The same number and algorithm are used by the security token on the smart card or 

device to match and validate the one-time password and user. 

8.2.2 Advantage of a one-time password  

The one-time password avoids common pitfalls that IT administrators and security managers face 

with password security. They do not have to worry about composition rules, known-bad and weak 

passwords, sharing of credentials or reuse of the same password on multiple accounts and systems. 

Another advantage of one-time passwords is that they become invalid in minutes, which prevents 

attackers from obtaining the secret codes and reusing them. 

One-time password examples  

OTP security tokens are microprocessor-based smart cards or pocket-size key fobs that produce a 

numeric or alphanumeric code to authenticate access to the system or transaction. This secret code 

changes every 30 or 60 seconds, depending on how the token is configured. Mobile device apps, such 

as Google Authenticator, rely on the token device and PIN to generate the one-time password for 

two-step verification. OTP security tokens can be implemented using hardware, software or on 

demand. Unlike traditional passwords that remain static or expire every 30 to 60 days, the one-time 

password is used for one transaction or login session. 
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Model Paper M1R5 
1. Each question below gives a multiple choice of answers. Choose the most appropriate one and enter 

in the ''OMR'' answer sheet supplied with the question paper, following instructions therein.   

 (1x10=10)      

 

1.1 KYC means.      

a. Know your customer 
b. Know your character 
c. Both of the above 

d. None of the above 
1.2 Can illiterate person be issued Debit card?  

a. No  
b. Yes  
c. Only in case of joint account 

d. Only in case he is head of family 
1.3 The Indian rupee symbol ' ' officially 

adopted in 

a. 2009 b. 2010 

c. 2012 d. 2015 

1.4 Main security of internet banking is -  

a. Password  

b. User name  
c. User address  

d. User mobile number  
 

1.5 Through ........ App you can transfer the 
money but cannot do any payment as 
bill/shopping. 

a. BHIM  
b. Paytm  
c. Both a & b  

d. None  

1.6 Which mobile wallet does not permit cash 
withdrawal  

a. Open wallet  

b. Semi Open wallet  
c. Semi Closed wallet  

d. None of the above  

1.7 IFSC Code is ...  

a. 11 digit alphanumeric code 

b. Indian Financial System Code 

c. both (a) and (b) 

d. dksbZ ugha 

1.8 UTR means ... 

a. Unique Transaction Reference 
b. Unique Transmission Reference 

c. both (a) and (b)  

d. None  

1.9 What is meant by Aadhaar seeding …..  

a. Linking of Aadhaar with Bank account 

b. Duplicate issuance of Aadhaar 

c. Transfer of Aadhaar 

d. None of above 

1.10 What is validity period of cheque? 

a. 4 months from date of issue 
b. 3 months from date of issue 
c. 1 month from date of issue 

d. Unlimited  

2. Each statement below is either TRUE or FALSE. Choose the most appropriate one and 

enter your choice in the ''OMR'' answer sheet.                                                      (1x10=10) 

2.1  Bank Mitra works only in the areas where there is no ATMs and branches of banks. 

2.2  IFSC is an eleven digit code is mandatary for transfer of fund through NEFT & RTGS.  

2.3 Mobile banking is a financial service facility for a customer to carry out financial transaction 
 through mobile phone.   
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2.4  USSD meas Unsturctured Supplementary Service Data allow users without a smartphone or 

 internet connection to use mobile banking through the *99#.    

2.5  Bank provides gold loan only when gold are martgage in the bank as security.  

2.6  NPCI stand for National Payment Corporation of India.   

2.7  Bank gives loan against immovable property. 

2.8  RBI means Reserve Bank of India defines the banking rules in India. 

2.9  UPI mean Unified Payment Interface used to transfer money at any time.  

 2.10  IMPS Stand for Immediate Payment Service.  

3. Match words and phrases in column X with the closest related meaning of word(s)/phrase(s) in 
column Y.                              (1X10=10) 

   

X Y 

3.1 QR code stand for...   A Lottery ticket 

3.2 Bank does not give loan against B 18-40 

3.3 Account payee cheques can be paid  C Quick Response Code 

3.4 Bank pays interest on  D National Payment corporation  

3.5 Type of deposits earns higher interest rate?  E Deposits   

3.6 NEFT services has been started-  F Automatic Cash Machine 

3.7 UPI payment interface Developed by  .....  G By deposit in Bank account  

3.8 Atal Pension Yojna is open to Indian citizens whose 

age are between  

H Fixed Deposits  

3.9 The amount of money to be charged for a certain 

amount of insurance coverage is called 

I 2005 

3.10 ATM means…..         J Premium  

  K Automated Teller Machine 

  L Loans  

4. Each statement below has blank space to fit one of the word(s) or phrase(s) in the list below. Choose 
the most appropriate option, enter your choice in the ''OMR'' answer sheet.             (1x10=10) 

A. Half yearly B. Unified Payments Interface C. Account in bank 

D. 30 December 2016 E. Internet banking  F. Point of Sale  

G. Aadhaar 12 digit number  H. Real Time Gross Settlement I. mobile wallet 

J. Credit/Debit card K. OTP L. Pin Code  

4.1 Interest on Savings Deposit is paid..................  

4.2 BHIM means Bharat Interface for Money, is app launched by Pradhan Mantri on ..................  

 for transaction of money.    

4.3 UPI Stand for  ...............   

4.4 ID proof and address proof Documents required for opening an ..................... 

4.5 ...........................   is known as online banking. 

4.6 POS means .............. is an electronic machine used for paying on retail shop.  
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4.7 ...................  Identity proof issued by Unique Identification Authority of India (UIDAI). 

4.8 You can do online shopping, recharge and bill payment through .................... 

4.9 ................ is a type of plastic card issued by bank or any financial institution. 

4.10 RTGS means ........... is a fund transfer system used to transfer money from one bank to 

 any other bank.  

PART TWO        
  

5. 

a)  Explain the Digital Financial Tools. Describe the key components of any such digital financial 

services. 

b)  What is instant messaging? What is the application used in Instant messaging? 

c)  Explain One Time Password and Benefits of a one-time password with example. 

6.   

a)  What is Unified Payment Interface (UPI)? How is it unique? 

b)  Explain PoS [Point of Sale]? What are the benefits of using POS? 

c) Explain Online Bill Payment .What is the advantages of Online Bill Payment.    

7.  

a)  Explain credit and debit card and also explain Advantages and Disadvantages of these cards. 

b)   Describe eWallet and also explain various eWallet Payment gateway. 

c)   What is IMPS?  

8. 

a)   Explain Internet Banking with various use of internet banking.  

b)   What is NEFT? What are the benefits of using NEFT? 

c)   Explain Real Time Gross Settlement (RTGS)-What are the benefits of using RTGS? 

9.  Write a short note on the following topics. 

 a) Quick Response (QR) Code  

 b) AEPS (Aadhaar Enabled Payment System)  

 c) Indian Financial System Code (IFSC)  

 d) Automated Teller Machine (ATM)  

Answer sheet 
 

 

1.1-A 1.2-B 1.3-B 1.4-A 1.5-A 1.6-C 1.7-C 1.8-A 1.9-A 1.10-B 

2.1-T 2.2-T 2.3-T 2.4-T 2.5-T 2.6-T 2.7-T 2.8-T 2.9-T 2.10 -T 

3.1-C 3.2-A 3.3-G 3.4-E 3.5-H 3.6-I 3.7-D 3.8-B 3.9-J 3.10-K 

4.1-A 4.2-D 4.3-B 4.4-C 4.5-E 4.6-F 4.7-G 4.8-I 4.9-J 4.10-H 
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Overview of FutureSkills and 
Cyber Security 

 
 

9.0 Introduction to FutureSkills  

FutureSkills is an industry utility to get India accelerated on 

a journey to build its skills and become the global hub for 

talent in the emerging technologies. FutureSkills is the 

resource for the IT-ITeS industry to enable discovery, 

continuous learning and deep skilling in 9 emerging 

technologies. There are 9 Skills covered for this initiative 

and they are: Internet of Things, Big Data Analytics, Cloud 

Computing,Virtual Reality, Artificial Intelligence, Social & Mobile, Blockchain Technology,3D 

Printing/Additive Manufacturingand Robotic Process Automation. 

9.0.1 Industrial Revoluton   

 Industry 4.0   

Industry 4.0 refers to a new industrial technology era that is transforming current systems, sensors, 

machines and workloads. The phrase 'fourth industrial revolution' was 

first introduced by Klaus Schwab in 2015 in the article in Foreign Affairs. 

First Industrial Revolution started 18th century, second Industrial 

Revolution in 19th century, third Industrial Revolution started in mid 

19th century and now we are facing Industry 4.0. 

The Fourth Industrial Revolution is fundamentally different from the 

previous three, which were characterized mainly by advances in 

technology. In this revolution, technologies have great potential to 

continue to connect billions of more people to the web, significantly 

improve the efficiency of business and organizations and help to 

regenerate the natural environment through better asset management.  

9.0.2  The details of previous three industrial revolution is given below 

 First Industrial Revolution (Industry1.0) 

 The First Industrial Revolution took place from the 

18th to 19th centuries in Europe and North America. It 

was a period when mostly agriculture society, rural 

societies became industrial and urban. The iron and 

textile industries, along with the development of the 

steam engine, played central roles in the Industrial 

Revolution.  
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 Second Industrial Revolution (Industry 2.0) 

 The Second Industrial Revolution took place between 1870 and 1914, just before First World War. 

It was a period of growth for pre-existing industries and expansion of new ones, such as steel, oil 

and electricity and used electric power to create mass production. Major technological advances 

during this period included the telephone, light bulb, phonograph and the internal combustion 

engine.  

 Third Industrial Revolution (Industry 3.0) 

 The Third Industrial Revolution, or the Digital Revolution, refers to the development of technology 

from analog electronic and mechanical devices to the digital technology available today. The era 

started during the 1969s and is ongoing. Advancements during the Third Industrial Revolution 

include the personal computer, the internet, and information and communications technology 

(ICT).  

9.1 Introduction to Internet of Things (IoT) 

The Internet of things is the extension of Internet connectivity into physical devices and everyday 

objects. Embedded with electronics, Internet connectivity and other forms of hardware, these devices 

can communicate and interact with others over the Internet, and they can be remotely monitored 

and controlled. For Example, if you have an IoT based refrigerator, it will let you know about your 

diet by monitoring your health previously and suggest you best meals with available foodstuff. 

The definition of the Internet of things has evolved due to junction of multiple technologies, real-

time analytics, machine learning, commodity sensors and embedded systems. Traditional fields of 

embedded systems, wireless sensor networks, control systems, automation (including home and 

building automation) and others all contribute to enabling the Internet of things. In the consumer 

market, IoT technology is most synonymous with products pertaining to the concept of the "smart 

home", covering devices and appliances (such as lighting fixtures, thermostats, home security 

systems and cameras and other home appliances) that support one or more common ecosystems, 

and can be controlled via devices associated with that ecosystem, such as smartphones and smart 

speakers. 

The extensive set of applications for IoT devices is often divided into four parts: 

1. Consumer     2. Commercial    3.  Industrial  4. Infrastructure spaces 

1. Consumer applications: IoT devices are a part of the larger concept of home automation, which 

can include lighting, heating and air conditioning, media and security systems. Long term 

benefits could include energy savings by automatically ensuring lights and electronics are turned 

off.  A smart home or automated home could be based on a platform or hubs that control smart 

devices and appliances. 

2. Commercial applications: The Internet of Medical Things is an application of the IoT for medical 

and health related purposes, data collection and analysis for research and monitoring. IoT 

devices can be used to monitor and control the mechanical, electrical and electronic systems 

used in various types of buildings and also enable remote health monitoring and emergency  
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Model Paper M1R5
1. Each question below gives a multiple choice of answers. Choose the most appropriate one and enter in 
the ''OMR'' answer sheet supplied with the question paper, following instructions therein.  (1x10=10) 

 

1.1 Included in Internet of things 

a. Software  

b. Sensors, actuator  
c. Wifi Technique  

d. All of the above  
1.2 This is not a benefit of Big Data Analytics.  

a. Faster, better decision making   

b.   Cost Reduction  

c.   Manage of Data  

d. None  
1.3 Which is a benefit of cloud Computing?  

a. Low Cost  

b. Fast Speed  

c. More Secure  

d. All of the above  

1.4 Which is a mobile Social Network?      

a. Facebook  

b. Instagram  
c. Twitter  

d. All  
1.5 Included in Artificial Intelligence. 

a. Knowledge  

b. Planning  
c. Both a & b  

d. None  

1.6 For secure Electronic Data Interchange 

(EDI) transmission on internet  used...........      

a. TCP/IP  

b. MIME  

c. S/MIME  

d. None of above  

1.7 Benefit of Robotic process automation is?  

a. Enable better customer service 

b. Enable employees productive 

c. Processes to be complete more rapidly 

d. All of the above  

1.8 What are the three basic component of 
computer security?      

a. Confidentiality, integrity, availability 

b. Control, intelligence, action 

c. Central, intelligence, agency 

d. Confidence, integrity, action 

1.9 What is a Smart Factory?   

a. Factories and logistic systems that will 

operate and organise themselves 

without human interaction?  

b. Robots who will replace people?  

c. both a & b.  

d. None of above.  

1.10 Which of the following is a class of 

computer threat.  

a. Soliciting  

b. Stalking  
c. DoS attack  

d. All of these  

2. Each statement below is either TRUE or FALSE. Choose the most appropriate one and 

enter your choice in the ''OMR'' answer sheet.                                                          (1x10=10) 

2.1  Cloud Computing offers online development and deployment tools, programming  run time 
environment.   

2.2  IIoT stand for Industrial Internet of Things. 

2.3  IoT stand for Internet of Things  

2.4  Instagram Social Media is more based on image and video.  



372  'O' Level Module M1:R5 
 

 

2.5  The Objective of Industry 4.0 is increase efficiency.  

2.6  Microsoft Azure is an example of public cloud.  

2.7  In the smart factory workers, machines and resources communicate easily. 

2.8  Blockchain was invented by a person using the name Satoshi Nakamoto in 2008 to serve as the 
public transaction ledger of the cryptocurrency bitcoin. 

2.9  Low cost and Fast speed is a benefit of cloud Computing?  

2.10  A  blockchain carries no transaction cost. 

3. Match words and phrases in column X with the closest related meaning of word(s)/phrase(s) in 
column Y.             (1X10=10) 

   

X Y 

3.1 Social media is more based on mobile compare desktop. A Phishing 

3.2 Example of social network.  B The Internet of things 

3.3 The major players in Virtual Reality. C Facebook, Twitter 

3.4 Protects the data and integrity of computing assets 
belonging to or connecting to an organization’s network. 

D Oculus Rift, Oculus VR and 
Facebook  

3.5 Mobile Social Network.  E Trend Micro 

3.6 Anti Virus Software.   F Cyber security 

3.7 Digital signatures develop two types of key one 
...................... that are mathematically linked. 

G Instagram 

3.8 ............ is the type of cyber security.   H Facebook and Instagram 

3.9 ...........  allows to interact and exchange data with devices. I cyber security 

3.10 Attacks on integrity is the type of........ J Private key and second 
Public Key 

  K Personel security  

4. Each statement below has blank space to fit one of the word(s) or phrase(s) in the list below. Choose 
the most appropriate option.                    (1x10=10) 

A. System Access Control B. Security  C. antivirus  

D. Spyware E. Virtual Reality F. Six  

G. Robotics  H. Confidentiality I. Instagram 

J. Big data K. disconnected IT systems L. Artificail Intelligence 

4.1 Encryption techniques improve a network's ---.  

4.2 ....... monitors user activity on internet and transmit that information in the background to 
someone else.    

4.3 MCAfee is an example of.... 

4.4 The main goals of secure computing is........... 



Information Technology tools and Network Basis  
373 

 

 

4.5 ...............ensures that unauthorised users do not access the system. 

4.6 .............. and augmented Reality are two sides of the same coin. 

4.7 ........... is also a major field related to Artificial intelligence. 

4.8 ....... design principles are applied for Industry 4.0. 

4.9 .............. social media is more based on mobile compare desktop.  

4.10 A typical enterprise uses multiple and ............to run its operations. 

PART TWO        

5.   

a)  Explain Internet of Things (IoT) with Advantages and Disadvantages of IoT. 

b)  Brifly explain Big Data Analytics. Explain how big data is useful in various sectors?  

c)  Describe Cloud Computing with Advantages of Cloud Computing. 

6.   

a)  What is Virtual Reality (VR)? How is it useful in in manufacturing sector. 

b)  Explain  theArtificial Intelligence? What are the applications of Artificial Intelligence? 

c) Explain about Social & Mobile. Explain about Popular Social Media Tools and Platforms.  

7.   

a)  What is Blockchain Technology? How it works?  

b)  Explain 3D Printing/Additive Manufacturing. What are the Application Areas? 

c)  Explain Robotics Process Automation (RPA) Advantages and disadvantages of RPA? 

8.   

a)  Explain Cyber Security with Need of Cyber Security. 

b) Describe how to Secure your PC? 

c) Explain how to Secure your Smart Phone? 

9.  Write a shortnote on the following topics. 

 (a) RPA Implementation Methodology  

 (b) Cyber Crime  

 (c)  Malwares AND Malware Types  

 (c) Prevention of Cyber Crime  

Answer Sheet 

1.1-d 1.2-c 1.3-d 1.4-d 1.5-b 1.6-c 1.7-d 1.8-a 1.9-a 1.10-c 

2.1-T 2.2-T 2.3-T 2.4-T 2.5-T 2.6-T 2.7-T 2.8-T 2.9-T 2.10 -T 

3.1-G 3.2-C 3.3-D 3.4-F 3.5-H 3.6-E 3.7-J 3.8-A 3.9-B 3.10-I 

4.1-B 4.2-D 4.3-C 4.4-H 4.5-A 4.6-E 4.7-G 4.8-F 4.9-I 4.10-K 
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1. Each question below gives a multiple choice of answers. Choose the most appropriate one 

and enter in the ''OMR'' answer sheet supplied with the question paper, following instructions 

therein.  

                            (1x10=10) 

1.1.  To paste text from the clipboard in the 
document being edited, press the keys:  
  

(a)  Ctrl and V 

(b)  Ctrl and X 

(c)  Ctrl and S 

(d)  Ctrl and P               

1.2. Which of the following in an input device   

(a)  Screen  

(b) Speakers 

(c)  Keyboard  

(d) Printer 

1.3.  Which of the following file extensions 
indicate file created in Paint ?  -    

(a)  BMP   

(b)  DOC   

(c)  STK   

(d)  PPT    

1.4. OTP Stand for:  

 (a)  One time Password   

 (b)  Once and twice password   

 (c)  On time Password   

 (d)  None of the above  

1.5. CC in E-Mail stand for: 
   

(a)  Carbon Catch -  

(b)  Carbon Copy  

(c)  Consider Copy  

(d)  Carbon coupon  

1.6.  To get Help when using Office, you would 
click the -  

(a)  F1 Key  

(b)  F3 Key sa  

(c)  F2 Key  

(d)  F4 Key sa  

1.7.  Size of IPV4 is :  
   

(a)  32 

(b)  48 

(c)  62 

(d)  128 Z  

1.8.  Which of the following is a tool to send 
letter to many recipients in Libre 
Office  

 (a) What - if    

 (b) Mail merge 

 (c) Goal seeking   

 (d) Sorting   

1.9.  Twitter is example of :  

       (a)  E-mail system 

       (b)  System application  

       (c)  Social networking   

       (d)  Web URL 

1.10.  Which of the following refers to the 
fastest, biggest and most expensive 
computer ?   

 (a)  Personl Computer  

 (b)  Laptops  

 (c)  Super computer  

 (d)  Notebook   

2.   Each statement below is either TRUE or FALSE. Choose the most appropriate one and ENTER in 

the "OMR" answer sheet.  

2.1.  An icon on the desktop that represents a temporary holding place for files that are deleted is 
called as Recycle Bin.  

2.2.  Absolute cell referencing always refer to the same cell in spreadsheet. 

2.3.        Operating System is a specific hardware. 

2.4.  ISP cannot provide internet connection to user.  
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2.5.  E-payment can be done through UPI. 

2.6.  Flipkart is a example of Social Networking.  

2.7.  Internet is network of networks.   

2.8.  E-mail is elegant mail.   

2.9.  Mobile Hot Spot cannot be used to share internet with other user.  

2.10 You cannot hyperlink to a picture. 

3. Match words and phrases in column X with the closest related meaning of 
word(s)/phrase(s) in column Y. 

                                                                (1X10=10) 
   

X Y 

3.1 CTRL+X -  A E-mail system  

3.2 It is file format to store video file.  B Mozilla firefox 

3.3 Protocol used for network file transfers in the www 
environment.  

C Application Software 

3.4 Computer network limited in a building.  D Internet of Things 

3.5 gmail  E Hardware 

3.6 Example of web browser  F System Software  

3.7 Money can be kept for e-payment in   G Intranet of Things  

3.8 IOT  H WAN  

3.9 Developed Applications for specific purpose. I E-wallet  

3.10 Any part of the computer which you can physically touch   J Cut Operation in Libre Office 

  K MP4  

  L LAN 

  M HTTP 

4. Each statement below has blank space to fit one of the word(s) or phrase(s) in the list 
below. Choose the most appropriate option, enter your choice in the ''OMR'' answer sheet 
supplied with the question paper, following instructions therein.   

             (1x10=10) 

A. Kernel Module  B. Attachment C. 32 

D. Page Orientation  E. Bookmark  F. 128 

G. UDAAN APP H. CUT I. UMANG APP 

J. Cyber K. Format Painter L. CAT 

M Slide     

4.1 An Electronic document sent with the E-mail is termed as ______ . 

4.2 The central module of an operating system is called __________ . 

4.3 Portrait and Landscape are __________ . 

4.4 The ________ features in Intenet Explorer, allows a user to save a website on a list for easy access 
later. 

4.5 Accessing e-Governance Services on Mobile using __________ . 

4.6 __________   is an electronic page in a presentation. 
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4.7 Size of IPV6 is _______ bit. 

4.8 Crime that involves computer and network is known as ___________ crime. 

4.9 _________ will copy formatting from one place and apply it to another. 

4.10 The command to view the contents of a file in LINUX is  _________ . 

PART TWO      (Answer any Four Questions.) 

Q 5.  

a)  Draw an Internal diagram of computer system and explain in brief the application of  various 
components? 

b) How to turn off and activate automatic spelling checking and automatic grammar checking in 
Libre office programs?  

                 (8+7) 
Q 6.  

a)  What are the advantages and disadvantages of social networking sites? Give two examples of 
social networking site.  

b)  How do manage disk partitions on windows using inbuilt disk management tool? 

c) Differentiate :LAN, WAN, MAN. 
   (7+3+5)  

Q 7.  

a)  Define the following financial terms.   

 (i)   Credit and Debit card  
(ii)  UPI  
(iii) POS  

b)  What is an array formula in spreadsheet? By taking suitable data, explain sum operation on 
array of data.  

c)  Write steps to do Email. What is E-mail-id and its uses in E-mail? 
                (6+4+5)  

Q 8.  

a)  Explain how slide transition used in ppt?   

b)  Explain briefly "Intellectual property Rights".  

c)  Write steps to add watermark in LibreOffice Writer  
                          (5+5+5) 

Q 9.   Write a short notes on any of three 

a)  Virtual Reality (VR)  

b)      Internet of Things  

c)  Cyber security  

d)  QR code and its application  

e)  Block chain Technology                      (5+5+5) 

 Answer of the above questions-Part One 
1.1-a 1.2-c 1.3-a 1.4-a 1.5-b 1.6-a 1.7-a 1.8-b 1.9-c 1.10-c 

2.1-T 2.2-T 2.3-F 2.4-F 2.5-T 2.6-F 2.7-T 2.8-F 2.9-F 2.10 -F 

3.1-J 3.2-K 3.3-M 3.4-L 3.5-A 3.6-B 3.7-I 3.8-D 3.9-C 3.10-E 
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4.1-B 4.2-A 4.3-D 4.4-E 4.5-I 4.6-M 4.7-F 4.8-J 4.9-K 4.10-L 
 

PART TWO 

Question : 5. a) 

Draw an Internal diagram of computer system and explain in brief the application of various 
components? 

Answer: 5. a) 

Internal diagram of computer system  

 

Every computer system has the following  three basic components:   

1. Input unit  

2. Central processing unit  

3. Output unit  

1. Input unit  

A computer will only respond when a command is given to the device. These commands can be given 

using the input unit or the input devices.  

For example: Using a keyboard we can enter the information in the form of numbers, characters, 

words, commands, the processing units convert it into computer understandable languages and then 

the final output displays on screen in the form of a human-understandable language.Similarly, mouse 

can be an input unit for entering directions and commands. Other examples include barcode readers, 

Magnetic Ink Character Readers (MICR), Optical Character Readers (OCR), etc. 

2. Central Processing Unit  

After receiving data and commands from users, a computer system now has to process it according 

to the instructions provided. The processing devices are Central Processing Unit (CPU); also called 

Microprocessor is a smallchip in Computers which receive Input and provide Output. It is composed 

of silicon and contains millions of transistors for e.g. Pentium, Dual core, Core 2 Duo, Core i3, i5, i7 

etc. It consist ALU, CU and MU(Memory Unit).   
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Arithmetic Logic Unit (ALU) : This is the major component of the central processing unit. Data 

entered into computer is sent to RAM, from where it is then sent to ALU, where rest of data 

processing takes place. All types of processing, such as comparisons, decision-making and processing 

of non-numeric information takes place here and once again data is moved to RAM.  

Control Unit: Decode instructions and determines which is next to be executed. Control unit is a Part 

of the processor that is in-charge and it directs the Computer system to execute stored program 

instructions. It communicates with other parts of the hardware. 

Memory Unit: When we enter the data into the computer using an input device, the entered 

information immediately gets saved in the memory unit of the Central Processing Unit (CPU). 

Because of the presence of some existing programming, the Memory Unit transmits the data further 

to the other parts of the CPU. 

Similarly, when the output of our command is processed by the computer, it is saved in the memory 

unit before giving the output to the user.  

3. Output Unit: The Final component of a computer system is the output unit. After processing of data, 

it is converted into a format which humans can understand. After conversion, the output units 

displays this data to users. Examples of output devices include monitors, screens, printers and 

speakers.  

Question : 5. b)  

How to turn off and activate automatic spelling checking and automatic grammar checking in Libre 
office programs?  

Answer: 5. b)  
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the instructions contained therein, PART ONE is NOT 
to be answered in the answer book for PART TWO. 

Hkkx ,d ds fy, vf/kdre le; lhek ,d ?k.Vk fu/kkZfjr dh xbZ gSA 

Hkkx nks dh mŸkj&iqfLrdk] Hkkx ,d dh mŸkj&iqfLrdk tek djkus ds 

i”pkr nh tk,xhA rFkkfi] fu/kkZfjr ,d ?kaVs ls igys Hkkx ,d iwjk 

djus okys ijh{kkFkhZ Hkkx ,d dh mŸkj&iqfLrdk fujh{k.k dks lkSaius ds 

rqjar ckn] Hkkx nks dh mŸkj&iqfLrdk ys ldrs gSA 

Maximum time allotted for PART ONE is ONE HOUR, 
Answer book for PART TWO will be supplied at the 
table when the answer sheet tor PART ONE is 
returned. However, candidates who complete PART 
TWO Immediately after handing over the answer sheet 
for PART ONE. 

ijh{kkFkhZ] mifLFkfr&if=dk ij gLrk{kj fd, fcuk vFkok viuh 

mŸkj&iqfLrdk] fujh{kd dks lkSais fcuk] ijh{kk gky ugha NksM+ ldrk g SA 

,slk ugha djus ij] ijh{kkFkhZ dks bl ekWM~;wy@isij esa v;ksX; ?kksf’kr dj 

fn;k tk,xkA 

Candidate cannot leave the examination hall/room 
without signing on the attendance sheet or handing 
over his Answer sheet to the invigilator. Failing in 
doing so, will amount to disqualification of Candidate 
in this Module/Paper 

iz”u&iqfLrdk dks [kksyus ds funsZ”k feyus ds i”pkr ,oa mŸkj nsus ls 

igys mEehnokj ;g tk¡p dj ;g lqfuf”pr dj ys fd iz”u&iqfLrdk 

izR;sd n`f’V ls laiw.kZ gSaA 

After receiving the instruction to open the booklet and 
before answering the questions, the candidate should 
ensure that the Question booklet is complete in all 
respect. 

uksV% ;fn fgUnh laLdj.k esa dksbZ =qfV@folaxfr ikbZ tkrh gS] rks ml voLFkk esa vaxzsth laLdj.k gh ekU; gksxkA 

Not: In case of any discrepancy found in Hindi language, English version will be treated as final. 

tc rd vkils dgk u tk, rc rd iz”u&iqfLrdk u [kksysaA 

DO NOT OPEN THE QUESTION BOOKLET UNTIL YOU ARE TOLD TO DO SO. 

jksy ua-% 

Roll No.: 

      
mŸkj&iqfLrdk la% 

Answer Sheet No.: 
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1. Each question below gives a multiple choice of answers. Choose the most appropriate one 

and enter in the ''OMR'' answer sheet supplied with the question paper, following instructions 

therein.                                                                                                                                             (1x10=10) 

1.1.  The gutter margin is added to   

(a)  Left Margin when printing 

(b)  Right Margin when printing   

(c)  Left and Top when printing 

(d)  Top and Bottom for printing               

1.2. Which is the technology used in the 
evaluation of aptitude test.  

(a)  OMR 

(b)  OCR 

(c)  MICR  

(d)  MCR 

1.3.  The printer on which output is printed 
by light beam and particles of ink    

(a)  Character Printer  

(b)  Laser Printer  

(c)  Beam Printer  

(d)  Line Printer  

1.4. The symbol used to make a cell 
address as absolute  

(a)  #      (b) $ 

(c)  %     (d) ! 

1.5. Which option help us to send same 
letter to different persons  

(a)  Mail Merge  

(b)  Macros  

(c)  Multiple Letter  

(d)  Template  

1.6.  The option used to join number of 
cells and place the contents in the 
middle of the joined cell  

 (a)  Format Cell dialog box and 
click merge cells  

(b)  Format cell dialog box click merge 
cell and then center s a  

(c)  Right click the selected cells select 
format cell and merge and center 
lsUVj pqusa  

(d)  Formatting Tool Bar and click merge 
and center  

1.7.  The main page of a website is called  

   

 (a)  Main Page  

 (b)  Home Page  

 (c)  Index Page  

 (d)  Bookmark  

1.8.  Which of the following does not have 
any limit on the money transfer 
digitally S 

 (a) IMPS   (b) NEFT 

 (c) UPI   (d) RTGS   

1.9.  Which of the following is not a search 
engine - fuEufyf[kr esa ls dkSu&lk ,d 

lpZ batu ugha gS  

 (a) Yahoo  (b) Bing  

 (c) Google  (d) Windows 

1.10.  When a Text Box object is deleted 
from a slide.   

(a)  The object is deleted but a text box 
and text is left on the slide.  

(b)  The text box and text both are 
deleted.  

(c)  The text box is deleted and the text is 
pasted on the slide  

(d)  The text is deleted and the text box is 
pasted  A 

2.  Each statement below is either TRUE or FALSE. Choose the most appropriate one and 

enter your choice in the ''OMR'' answer sheet.  

2.1.  Freeware is software that is available at no monetary cost.  

2.2.  An EPROM is a type of computer memory chip and is non-volatile. 

2.3.        Mnemonics are associated with machine language. 

2.4.  Now() function is used to get current date only.  

2.5.  BIOS Program is stored on the RAM. 
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2.6.  The text of a cell can be moved to separate cells.  

2.7.  Animation does not exist in slide layout.   

2.8.  Hyperlinks cannot be inserted in slides.   

2.9.  IMPS Stand for  Immediate Payment Service User to transfer money 24x7.  

2.10 Hacking a computer is illegal and punishable by law. 

3. Match words and phrases in column X with the closest related meaning of 
word(s)/phrase(s) in column Y.                                       (1X10=10) 

   

X Y 

3.1 Linux  A F7 

3.2 To go to first slide of the presentation  B BCC 

3.3 Open Source Software  C Operating System  

3.4 A security and privacy threat  D Placeholders  

3.5 A collection of worksheets  E CTRL+HOME 

3.6 Short cut key to check spelling and grammar error  F Formula Bar  

3.7 The objects on a slide that holds text  G Linux  

3.8 Copy formatting from one place and apply to another -  H Worm  

3.9 To keep addresses hidden while copying mail to others I Format Painter  

3.10 The actual contents of the cell are shown in  J CTRL+PgUp 

  K Work book  

4. Each statement below has blank space to fit one of the word(s) or phrase(s) in the list 

below. Choose the most appropriate option, enter your choice in the ''OMR'' answer sheet 

supplied with the question paper, following instructions therein.   

                                            (1x10=10) 

A. Encryption  B. CTRL + Space C. Flipkart  

D. Cookies  E. Visual Basic  F. ESC 

G. Name Box  H. CTRL + M I. 63 

J. MS SQL K. Formula Bar  L. Impact 

4.1 Line printers and dot-matrix printers are ______printers 

4.2 ___________ is an e-commerce website 

4.3 The current cell address is displayed in the ____________ 

4.4 ____________ is scrambling of text to secure it during transmission. 

4.5 The maximum number of columns supported by a table in a document__________ 

4.6 __________   .is the key used to insert new slide in a presentation. 
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4.7 ____ is the information stored on a user’s computer when he visit a website 

4.8 A slide show can be stopped by pressing___________ key. 

4.9 _________ is a language used to build macros in a document. 

4.10 _________ is the short cut key to highlight entire column. 

PART TWO       ¼Answer any Four Questions.) 

Q 5.  
       a)        What are the features of Linux operating system? 

b) Briefly explain various types of primary and secondary storage devices. 

c)  Write a short note on slide Handout Master.  
              (4+8+3) 

Q 6.  

a)          Define Network Topology. Explain the various types of topologies 

b)  Define cell referencing in the LibreOffice calc. Explain different types of cell 
referencing with example. 

   (7+8)  

Q 7.  

     a)  How to insert “IT Tools and Business Systems Revision V” at bottom of the each page in  
 LibreOffice Writer?  

b)  What are the advantages of presentation package? Give example of one such package. How can 
we create a transition and animation in a presentation?  

          (7+8)  

Q 8.  
a) Briefly explain the different types of instant messaging services available 

b)  Explain about the different types of charts available in LibreOffice?  

c)     Define e-mail. Explain the advantages and disadvantages of e-mail. 

          (4+8+3) 

Q 9.   Write a short note. 
a)  Cache Memory  

b)      Explain Internet of Things with Advantages and Disadvantages of IoT. 

c)  Compiler and Interpreter  

d)  Internet Banking  

e)  Netiquette                  

(3+3+3+3+3) 

 Answer of the above questions  

Part One 

1.1-c 1.2-a 1.3-b 1.4-b 1.5-a 1.6-d 1.7-b 1.8-b 1.9-d 1.10-b 

2.1-T 2.2-T 2.3-F 2.4-F 2.5-F 2.6-T 2.7-T 2.8-F 2.9-T 2.10 -T 

3.1-C 3.2-E 3.3-G 3.4-H 3.5-K 3.6-A 3.7-D 3.8-I 3.9-B 3.10-F 

4.1-L 4.2-C 4.3-G 4.4-A 4.5-I 4.6-H 4.7-D 4.8-F 4.9-E 4.10-B 
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PART TWO 

Question : 5. What are the features of Linux operating system? 

Answer: 5.  

Feature of Linux operating system:  

 Multiuser capability: Multiple users can access the same system resources like memory, hard 

disk, etc. But they have to use different terminals to operate. 

 Multitasking: More than one function can be performed simultaneously by dividing the CPU time 

intelligently. -  

 Portability: Portability doesn't mean it is smaller in file size or can be carried in pen drives or 

memory cards. It means that it support different types of hardware. 

 Security: It provides security in three ways namely authenticating (by assigning password and 

login ID), authorization (by assigning permission to read, write and execute) and encryption 

(converts file into an unreadable format). 

 Graphical User Interface (X Window system) : Linux is command line based OS but it can be 

converted to GUI based by installing packages. 

 Application support: It has its own software repository from where users can download and 

install many applications. 

 File System: Provides hierarchical file system in which files and directories are arranged. 

 Open Source: Linux code is freely available to all and is a community based development project.  

Question : 5. b) Briefly explain various types of primary and secondary storage devices.  

Answer: 5. b)  

It is an internal storage area in the Computer System. The term Memory is used for physical memory, 

which refers to the actual chips capable of holding data. There is also a virtual memory, which 

expands physical memory onto a hard disk. There are two types of memory use in Computer Primary 

and secondary. The term memory can be categorized in two parts Primary and secondary 

memory.  

 (i) Primary Memory – Every Computer comes with a certain amount of physical memory, usually 

referred to as main memory or primary memory. For example RAM and ROM. 

 RAM – Random Access Memory – It is a temporary (Volatile) storage area utilized by the CPU. 

Before a program runs, the program is loaded into the memory which allows the CPU direct 

access to the program.  

 SRAM: It stands for Static Random Access Memory that is faster and more reliable than the 

more common DRAM (Dynamic RAM). it doesn't need to be refreshed like Dynamic RAM. 

SRAM is often used only as a memory cache usually found in the CPU (L1, L2 and L3 Cache) 

 DRAM:It Stands for Dynamic Random Access Memory, a type of memory used in most 

Personal Computers.  

 SDRAM: It Stands for Synchronous DRAM, a new type of DRAM that can run at much higher 

clock speeds than conventional memory. SDRAM actually synchronizes itself with the CPU. 
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 DDR2-SDRAM:It stands for Double Data Rate Synchronous DRAM 2. It is a type of DDR that 

supports higher speed than its ancestor DDR SDRAM. 

 DDR3-SDRAM:It stands for Double Data Rate Synchronous DRAM 3 is the newest type of 

DDR that supports the fastest speed of all the SDRAM memory. 

 ROM (Read Only Memory) – Computers always contain a small amount of Read-Only Memory 

that holds instructions for starting up the Computer. Unlike RAM, ROM cannot be written to. It is 

non-volatile which means once you turn off the Computer the information is still there.  

 PROM (Programmable Read-Only Memory) - A PROM is a memory chip on which data can be 

written only once. The difference between a PROM and a ROM (read-only memory) is that a 

PROM is manufactured as blank memory, whereas a ROM is programmed during the 

manufacturing process. 

 EPROM (Erasable Programmable Read-Only Memory): It is a special type of PROM that can 

be erased by exposing it to ultraviolet light. Once it is erased, it can be reprogrammed. An 

EEPROM is similar to a PROM, but requires only electricity to be erased. 

 EEPROM (Electrically Erasable Programmable Read-Only Memory): Pronounced double-

EE-prom or e-e-prom, an EEPROM is a special type of PROM that can be erased by exposing it to 

an electrical charge. Like other types of PROM, EEPROM retains its contents even when the 

power is turned off. Also like other types of ROM, EEPROM is not as fast as RAM. EEPROM is 

similar to flash memory (sometimes called flash EEPROM). 

Secondary Memory  

These types of memories are internal or external storage devices either inside or outside the 

Computer. It store programs and data permanently, you can access anytime when attached to the 

computer. You cannot store the data in primary memory permanently and primary memory costs 

higher than secondary memory. It is slower, but cheaper. Floppy disks, hard drives, CD, DVD Pen 

drive etc are secondary storage devices. The secondary storage can be divided into Magnetic device, 

Optical Device and Flash Memory.  

 Floppy Disk -  It is removable device or data traveler and re-writable. Floppy disk is flat, circular 

pieces of Mylar plastic that rotate within a jacket. The circular plastic film is divided into track 

and sector. It is also known as diskette. The size of Floppy is 3.5 inches and the storage capacity 

of Floppy Disk is 1.44 MB. 

 Hard Disks (Hard Drives) – A Hard disk is a Magnetic disk made of metal and covered with a 

magnetic recording surface. Drive is the main location where all data is stored. Most hard disk 

drives consist of spinning platters of aluminum, glass or ceramic that is coated with a magnetic 

media. A single hard disk usually consists of several platters. Hard disks are used to store huge 

amount of data permanently. Now-a-days there are huge capacitive Hard disks available in the 

market to store the data like 500GB, 1TB and even greater. 

Question : 5. c)   

Write a short note on slide Handout Master.  

Answer : 5. c)   
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A handout is a special view of the presentation suitable for printing and distribution to the 

audience.Each handout page can contain from one to nine thumbnails of the slides used in the 

presentation so that the audience can follow what is being presented as well as use the handouts for 

reference. 

Changing layout 

When creating handouts, first decide how many slide thumbnails you want printed on each handout 

page.  

1) Click on the Handout tab at the top of the Workspace or go to View > Handout Page on the 

main menu bar to open the Handout page. 

2) Click on Properties icon in the Sidebar to open the Layouts section and display the available 

for handouts. 

3) Select the preferred number of thumbnails and the Workspace changes to reflect the selection. 

Handout page formatting  

1) Click on the Handout tab at the top of the Workspace or go to View > Handout Page on the 

main menu bar to open the Handout page. 

2) Select Format > Page from the main menu, or right-click on the handout and select Slide 

>Page Setup from the pop-up menu to open the Page Setup dialog. 

3) Set the paper size, orientation (portrait or landscape), margins, and other print options. 

4) Click OK to close the Print dialog and print the handouts 

Question : 6. a)  

Define Network Topology. Explain the various types of topologies  

Answer:  

Network Topology  

The Network topology refers to the configuration of cables, computers and other peripherals. 

Topology determines the complexity of connecting computers.  

Bus Network Topology  

Alternatively referred to as a line topology, a bus topology is a network 

setup where each computer and network devices are connected to a 

single cable which is also known as backbone Bus topology. A terminator 

is added at the start and end of the central cable, to prevent bouncing of 

signals.  

Star Network Topology  

A star network features a central connection point called a "hub node" that 

may be a network hub, switch or router. The central hub can be a computer 

server that manages the network. In this topology, If one node or its 

connection breaks, it does not affect the other computers nor their 

connections. 
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Ring Network Topology  

In Ring topology, the computers in the network is connected in a circular fashion and the data travels 

in one direction and every device has exactly two neighbors for 

communication purposes. Each computer is directly connected to the 

next computer, forming a single pathway for signals through the 

network. This type of network is easy to install and manage. All 

messages travel through a ring in the same direction (either "clockwise" 

or "counter clockwise"). A failure in any cable or device breaks the loop 

and can take down the entire network.  

Tree Topology  

This is combination of bus and star topology. 

Tree topologies integrate multiple star 

topologies together onto a bus. This particular 

type of network topology is based on a 

hierarchy of nodes. The highest level of any 

tree network consists of a single 'root' node 

that is connected with a single or multiple 

nodes in the level below by point-to-point links. 

Mesh Network Topology  

Every node connected to every other node fast reliable No hub or bus 

to fail If one device goes down, it is the only node affected Expensive 

Every node must be wired to every other node Difficult to add nodes.  

Question : 6.b)  

Define cell referencing in the LibreOffice calc. Explain different types of cell referencing with 
example.  

Answer : 6.b) Cell referencing  

Cell reference refers to the cell or range of cell in a spreadsheet. Each cell in a spreadsheet is named 
by its column and row labels. The row labels are numbers and the column labels are letters. The first 
cell, therefore, is called A1. One row down and one column over is cell B2, and so forth. 

To reference the value stored in a single cell, enter its coordinates as a function argument. For 
example, to have the data in cell B1 appear in another cell, enter =B1 into that cell. 

There are following types of cell references used in LibreOffice calc-  

a. Relative cell Reference  

b. Absolute cell Reference  

c. Mixed cell Reference  

a) Relative cell reference  

By default, all cell references are relative references. When copied across multiple cells, they change 

based on the relative position of rows and columns. For example, For example, if you copy the 

formula =A1+B1 from row 2  & paste into the row 3, the formula will become =A2+B2. 
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In the example shown above, the formula in D2 contains two relative references that will change as 

follows when copied down column D:  =C2*B2, =C3*B3,  =C4*B4,  =C5*B5 

b) Absolute cell reference 

It is used when you don't want a cell reference to change when copied to other cells. Unlike relative 

references, absolute references do not change when copied or filled. You can use an absolute 

reference to keep a row and/or column constant. To create an absolute reference in a formula we add 

the dollar sign ($) before the column reference, the row reference, or both. 

$A$2  the column and the row do not change when copied 

A$2 the row does not change 

$A2 the column does not change 

In the example below, when calculating commissions for sales staff, you would not want cell B10 to 

change when copying the formula down.  You want both the column and the row to remain the same 

to refer to that exact cell.  By using $B$10 in the formula, neither changes when copied. 
 

  

 

c) Mixed Cell Reference  

Mixed reference in Calc is a reference where both absolute and relative reference exists. For example, 
the following references have both relative and absolute components: 

=$A1  // column locked; A column locked but the row varies 

=A$1  // row locked; Column A varies but row is fixed  

=$A$1:A2 // first cell locked; but A2 can vary 

Question : 7. a) How to insert “IT Tools and Business Systems Revision V” at bottom of the each page 
in LibreOffice Writer?  

Answer : 7. a) 

You have to follow the steps given below to insert “IT Tools and Business Systems Revision V” at the 
bottom (footer) of the document.  
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 You have to place your cursor  anywhere in the document.  

 Go to Insert menu>Footer (Default Style).  And 

 Type some text like  “IT Tools and Business Systems Revision V”at the left side of footer and 
Insert page number at the right side of the document. 

 Then Go to Format menu>Page> A dialog box will appear. 

 You can choose Footer tab and checked the features On, Same Content on Left and right pages, 

Same content on first page, marging, use dynamic spacing and autofit height. 

 

Question : 7.b)  

What are the advantages of presentation package? Give example of one such package? 

Answer : 7.b) 

Like presentation in MS office, impress is also a powerful tool of LibreOffice. It's very similar to 

Microsoft's PowerPoint. It is a presentation program included in LibreOffice.  

Advantages of presentation package are given below: izstsaVs'ku iSdst ds ykHk uhps fn, x, gSa % 

 You can create slides that contain many different elements, including text, bulleted and 

numbered lists, tables, chart and graphical objects as clipArt, drawings etc,.  

 It also includes a spelling checker, a thesaurus, text style and background styles. 

 Impress can handle both Microsoft's PowerPoint format (.ppt) as well as its own open standard 
format called open document presentation format (.odp) which is internationally recognized.  

 LibreOffice Impress lets you create professional slide shows that can include charts, drawing 

objects, text, multimedia and a variety of other items.  

For on-screen slide shows, animation, slide transitions and multimedia are a few of the techniques 
you can use to make your presentation more exciting. 


