Practice Paper ( PT-1), 2022 - 23
Subject: Information Technology
Q1 Multiple Choice Question s
i. __________feedback is specific information, in the form of written comments or verbal
conversations that help the learner understand what she or he needs to do in order to improve.
a) Descriptive
b) Specific

c) General
d) Sign

ii. ____________communication is the use of body language, gestures and facialexpressions to
convey information to others.
a) Verbal
c) Non-verbal
b) Written
d) Visual
iii.

A_________ is a model that you use to create other documents.
a) Template
b) Document

iv.

v.

_________________ styles in a text document affect selected text within a paragraph,
such as the font and size of text, or bold and italic formats.
a) Cell
c) Formatting
b) Paragraph
d) Character
___________ means removing a part from a picture staring from its boundary.
a)
Deleting
b) Cropping

vi.

c) Design
d) Copy Paste

c) Removing
d) Resizing

A communication is considered to be complete when ____________ is provided.
a) Feedback
c) Message
b) Signal
d) Barrier

vii. Which feature in word processor enables you to surround a picture or diagram with
text?
a) Crop image
c) Compress image
b) Text wrap
d) Compress text
viii.

There are _______ handles around a selected picture.
a) 5
c) 7
b) 6
d) 8
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ix. Slowly and gradually, she recovered. Identify the part of speech for the underlinedwords.
a) Adjective
d) Verb
b) Pronoun
c) Adverb
x.
_____________ describes how an idea, impression, or feeling is made known to others.
a) Response cycle
b) Communication cycle

c) Feedback cycle
d) All of these

Q2 Answer the competency based question:
a) Rishabh wants to make a professional resume. He tried many a times but the end result for
not satisfactory as he was not knowing what all points should be there and in which order
too. Which feature in Writer would you suggest him, so that his problem is solved? Explain.
b) Binny has to create a document on a certain topic. To make her work look moreattractive,
she has decided to apply a style instead of formatting the whole document,page wise. She
wants to use a user-defined style rather than the default stylesavailable. Which of the style
group she should select to display user-definedstyles?
c) Imran is celebrating his 15th birthday. He wants to invite his friends and familymembers to
his birthday party. He has decided the venue and timing of the birthday party. Which feature
will he use to send the same invitation to all these people with the same content but with
different addresses without typing it again and again? Explain the term.
d) Ankit wants to know about the feature of the set of formatting effects applied together in
documentation software. Suggest him the correct feature of digital documentation
e) Manisha is searching header and Footers, page margins etc. in styles. Suggest her the
correct type of style
f) Lalitesh is working on a digital document. She wants to access the styles and formatting
option from the menu. Suggest the appropriate option for her
g) Zuber wants to display the graphics behind the text like a watermark. Which wrap option
he can use?
h) Ms. Mohini is presenting a presentation for a new launch of product. She is delivering her
lecture but due to lack of confidence she could not deliver in the way it should be. Which
type of barrier it is?
i) Mr. Rakesh is working in a IT company. He wanted to implement a new strategy for his
new project but his team leader couldn’t find time to discuss with him and company policy
won’t allow Mr. Rakesh to call him without appointment. Which type of barrier it is?
j) Aman is creating a report in OO writer. He wants to use stylish text for the headings. Which
feature of OO is useful for him?
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