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Series HEFG  Set-4 

  àíZ-nÌ H$moS>       
 Q.P. Code  

amob Z§. 
Roll No. 

   
 

Q>mBnmoJ«m\$s VWm H$åß`yQ>a AZwà`moJ 
TYPOGRAPHY AND COMPUTER APPLICATIONS 

: 3 : 60 
Time allowed : 3 hours Maximum Marks : 60 

 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _o§ _w{ÐV n¥ð> 11 h¢ & 
 àíZ-nÌ _| Xm{hZo hmW H$s Amoa {XE JE àíZ-nÌ H$moS H$mo narjmWu CÎma-nwpñVH$m Ho$ 

_wI-n¥>ð> na {bI| & 
 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _| >24 àíZ h¢ & 
 H¥$n`m àíZ H$m CÎma {bIZm ewê$ H$aZo go nhbo, CÎma-nwpñVH$m _| àíZ H$m H«$_m§H$ 

Adí` {bI| & 
 Bg  àíZ-nÌ  15 {_ZQ >H$m g_` {X`m J`m h¡ &  àíZ-nÌ H$m {dVaU 

10.15 ~Oo {H$`m OmEJm &  10.15 ~Oo go 10.30 ~Oo VH$ N>mÌ Ho$db  
àíZ- -nwpñVH$m na H$moB© CÎma Zht {bI|Jo & 

 Please check that this question paper contains 11 printed pages. 
 Q.P. Code given on the right hand side of the question paper should be 

written on the title page of the answer-book by the candidate. 
 Please check that this question paper contains 24 questions. 
 Please write down the serial number of the question in the  

answer-book before attempting it. 
 15 minute time has been allotted to read this question paper. The 

question paper will be distributed at 10.15 a.m. From 10.15 a.m. to 
10.30 a.m., the students will read the question paper only and will not 
write any answer on the answer-book during this period. 
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:  

(i) 

(ii) 24 : 

(iii) 

(iv) (6 + 18) = 24 3 
(6 + 11) = 17 

(v) 

(vi) : 30 :

 (a) 6  

(b) 

(c) 

(d) /  

(vii) : 30 : 

 (a) 18  

(b) 11 

(c) 

(d) /   

IÊS> H$  $ 

 (dñVw{ZîR> àíZ)  (30 A§H$) 

1. amoµOJma H$m¡eb na {XE JE 6 àíZm| _| go {H$Ýht 4 àíZm| Ho$ CÎma Xr{OE &  4 1=4 

(i) `{X bú` àmá H$aZo `mo½` h¡, Vmo `h {H$g àH$ma H$m bú` h¡ ?     

(ii) {H$g àH$ma H$s A{^àoaUm _| H$moB© nwañH$ma Zht h¡, na§Vw ì`{º$ Bggo g§Vmof àmá H$a 
gH$Vm h¡ ? 

(iii) gob (cell) _| {H$gr \$m°  Ho$ {bE (symbol) H$m à`moJ 
{H$`m OmVm h¡ ?  



  

341 Page 3 of 11 P.T.O.   

General Instructions : 

(i) Please read the instructions carefully. 

(ii) This question paper consists of 24 questions in two Sections : Section A 
and Section B.  

(iii) Section A has Objective type questions whereas Section B contains 
Subjective type questions.  

(iv) Out of the given (6 + 18) = 24 questions, a candidate has to answer  
(6 + 11) = 17 questions in the allotted (maximum) time of 3 hours.  

(v) All questions of a particular section must be attempted in the correct 
order.  

(vi) Section A  : Objective Type Questions (30 marks) :  

(a) This section has 6 questions.  

(b) There is no negative marking.  

(c) Do as per the instructions given.  

(d) Marks allotted are mentioned against each question/part.  

(vii) Section B : Subjective Type Questions (30 marks) :  

(a) This section has 18 questions.  

(b) A candidate has to do 11 questions.  

(c) Do as per the instructions given.  

(d) Marks allotted are mentioned against each question/part.  

Section A 

                                             (Objective Type Questions)                       (30 Marks) 

1. Answer any 4 questions out of the given 6 questions on employability 
skills.   4 1=4 

(i) If a goal is attainable, then which kind of goal is it ?  

(ii) In which type of motivation is there no reward, but one can derive 

satisfaction from it ?  

(iii) Which symbol is used to add any formula in the cell ?    
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(iv) `{X (text) H$mo ~mE±, XmE± `m ~rM _| g_m`mo{OV (set) {H$`m OmVm h¡, Vmo 
`h H$m ©̀ (function) ?   

(v) Cg ì`{º$ H$m Zm_ {b{IE {OgZo A{YH$V_ H¥${f CËnmXZ Ho$ {bE ZB© Am¡a CÞV 
àm¡Úmo{JH$s ewê$ H$s &    

(vi) ñQ>mQ>©An (Startups)  H$m dmVmdaU (ecosystem) V¡̀ ma H$aZo Ho$ {bE 
^maV gaH$ma Ûmam H$m¡Z-gr nhb H$s JB© h¡ ?    

2. {XE JE 7 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 

(i) __________ H$mamo~ma Ho$ {bE B©-nÌmMma (E-correspondence) ^r AË`{YH$ 
A{Zdm ©̀ hmo J`m h¡ &    

(ii) B2B Am¡a C2B H$m nyU© ê$n (full form) {b{IE &     

(iii) gj_ àm{YH$mar Ûmam Am§V[aH$ àemgZ Ho$ {bE {ZX}e Omar H$aZo Ho$ {bE 
__________ H$m à`moJ {H$`m OmVm h¡ &    

(iv) A§Va-{d^mJr` {Q>ßnUr `m µJ¡a-gaH$mar {Q>ßnUr H$m Xÿgam Zm_ __________ h¡ &   

(v) Hw$eb H$m`m©b` ghm`H$ ~ZZo Ho$ {bE ì`{º$ H$mo __________ g§Ho$Vm| (signs) _| 
àdrUVm àmá H$aZr Mm{hE &    

(vi)           | Bg (sign) H$m AW© {b{IE &   

(vii) _m{O©Z (margin) _| _¡Q>a (matter) H$mo S>mbZo Ho$ {bE {H$g _¡Ý ỳ
(manuscript sign) H$m à`moJ {H$`m OmVm h¡ ?    

3. {XE JE 7 àíZm| _| go {H$Ýht 6 àíZm| Ho$ CÎma Xr{OE &  6 1=6 
(i) \$m°_© (Excel form) __________ H$m {hñgm h¡ &    
(ii) S>r\$m°ëQ> go H$m¡Z-go VrZ H$_m§S (commands) Quick Access Qy>b~ma (Toolbar) 

_| hmoVo h¢ ?       
(iii) Fill handle gob (cell) Ho$ __________ H$moZo (corner)  _| {X`m OmVm h¡ &   
(iv) Cg mouse action H$mo {b{IE {OgHo$ Ûmam nyar amo (row) H$mo (select) 

{H$`m OmVm h¡ &  
(v) g{H«$` gob (Active cell) ñàoS>erQ (spreadsheet)> H$m KQ>H $(component)  

h¡ &    (   `m  )  
(vi) Cell contents   Ho$ {bE, __________ nÕ{V (method)> H$m 

à`moJ {H$`m> OmVm h¡ &   
(vii) {d{eîQ> n§{º$ (specific row) `m H$m°b_ H$mo lock H$aZo Ho$ {bE __________ H$m 

à`moJ {H$`m OmVm h¡ &  
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(iv) If a text is set towards left, right or center, which function is it called ?  

(v) Name the person who introduced a new and innovative technology to 

maximise agricultural produce.  

(vi) Which is an initiative of the Government of India that intends to 

build an ecosystem for the growth of Startups ?  

2. Answer any 5 out of the given 7 questions.  5 1=5 

(i) E-correspondence has also become extremely essential for 

__________ business.  

(ii) Write the full form of B2B and C2B.  

(iii) __________ is used by the competent authority for issuing 

instructions for internal administration.   

(iv) The other name of Inter-departmental note or Unofficial note is 

__________.  

(v) To become an efficient Office Assistant one should attain mastery in 

__________ signs.  

(vi)               | Write the meaning of this sign.  

(vii) Which manuscript sign is used to insert the matter in the margin ?  

3. Answer any 6 out of the given 7 questions.  6 1=6 

(i) An Excel form is part of the __________.  

(ii) By default, which three commands does Quick Access Toolbar 
contain ?  

(iii) Fill handle is provided in the __________ corner of the cell.  

(iv) Write the mouse action by which the entire row gets selected.  

(v) Active cell is a component of spreadsheet. (True or False)  

(vi) To move the cell contents only a short distance, the __________ 
method is used.  

(vii) __________ is used to lock specific row or column.  
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4. {XE JE 6 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 

(i) ñnrH$a ZmoQ²>g> (Speaker Notes)  Am¡a h¢S>AmCQ²>g (Handouts) Ho$ {bE {H$g 
gm°âQ>do`a H$m à`moJ {H$`m OmVm h¡ ?  

(ii) dV©_mZ ñbmBS (current slide)> H$s Xm`t Va\$ __________ n¡Zb {XImB© XoVm h¡ &  

(iii) dV©_mZ ñbmBS (current slide)  go àñVwVrH$aU (Presentation)  ewê$ H$aZo Ho$ 
{bE em°Q>©H$Q> H$s (shortcut key) __________ h¡ &  

(iv) B§Q>aZoQ> na gm_J«r (document) H$mo __________ Ho$ {bE h_| gM© B§OZ (Search 
Engine) H$s godmAm| H$s Amdí`H$Vm hmoVr h¢ &      

(v) __________ do (Web Directory) H$m EH$ CXmhaU h¡ &     

(vi) JyJb (Google)  H$m nyU© ê$n (full form) {b{IE &   

5. {XE JE 6 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 
(i) gM© (search )  Ho$ {bE __________ Am°naoQ>a (operator) H$m à`moJ {H$`m 

OmVm h¡ &  
(ii) __________ B§{S>`Z gM© B§OZ (Indian Search Engine) H$hm OmVm h¡ Am¡a `h 

JyJb Ûmam powered {H$`m J`m h¡ &    
(iii) AnZo {à`OZm| go g§nH©$ ~ZmE aIZo Ho$ {bE __________ EH$ Ëd[aV Am¡a gñVm 

VarH$m (gmYZ) h¡ &  
(iv) Bbo {ZH$ _ob (Electronic mail) H$mo __________ _| ñQ>moa (store) {H$`m 

OmVm h¡ &   
(v) AmnHo$ Gmail page  Ho$ __________ Va\$ H§$nmoO ~Q>Z (compose button) 

{X`m J`m h¡ &  
(vi) H§$nmoO {dÝS>mo (compose window) Ho$ ZrMo (bottom) H$s Amoa __________ 

AmBH$Z (icon) EH$ AQ>¡M_|Q>> H$mo g§X{ ©̂V H$aVm h¡ &   

6. {XE JE 6 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 
(i) g^r hQ>mB© (deleted) JB© _ob (mails) H$mo __________ _| aIm OmVm h¡ &    
(ii) dm`agm| (Viruses) H$m dJuH$aU CZH$s __________ àH¥${V Am¡a ì`dhma Ho$ 

AmYma na {H$`m OmVm h¡ &   
(iii) H$åß ỳQ>a dm`ag EH$ __________ dm`ag h¡ &   
(iv) __________ H$åß ỳQ>am| _| dm`ag g§H«$_U H$m _w»` H$maU h¡ &  
(v) ~mµOma _| CnbãY {H$Ýht Xmo àMmbZ àUm{b`m| (Operating Systems) H$mo  

{b{IE & 
(vi) __________ dm`ag, g§nyU© LANS H$mo ZîQ> H$aZo Am¡a g§H«${_V H$aZo Ho$ {bE OmZm 

OmVm h¡ &  
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4. Answer any 5 out of the given 6 questions.  5 1=5 

(i) Which software is used for Speaker Notes and Handouts ? 

(ii) __________ Panel appears on the right-hand side of the current slide.  

(iii) The shortcut key to start a Presentation from the current slide is 
___________.  

(iv) We need the services of the Search Engine for __________ the 
document on the Internet.  

(v) __________ is an example of Web Directory.  

(vi)  

5. Answer any 5 out of the given 6 questions.  5 1=5 

(i) __________ operator is used to expand the search.  

(ii) __________ is called an Indian Search Engine and it is powered by 
Google.  

(iii) __________ is a quick and inexpensive way to stay in touch with the 
near and dear ones.  

(iv) Electronic mail is stored in the __________.  

(v) The compose button is provided on the __________ side of your Gmail 
page. 

(vi) __________ icon at the bottom of the compose window refers to an 
attachment.  

6. Answer any 5 out of the given 6 questions.  5 1=5 

(i) All deleted mails are placed at the __________.  

(ii) Viruses are classified on the basis of their nature of __________ and 
behaviour.  

(iii) Computer virus is an __________ virus.  

(iv) __________ is the main reason of virus infection in computers.  

(v) Write any two Operating Systems available in the market.  

(vi) __________ virus has been known to damage and infect the entire 
LANS.  
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IÊS> I $ 
({df`naH$ àíZ)  (30 A§H$) 

5 3 

20  30   3 2=6 

7. {H$gr {d{eîQ> ì`{º$Ëd H$m dU©Z H$aZo dmbo VrZ _mZX§S>m| (n¡am_rQ>g©)  Ho$ Zm_ {b{IE Am¡a 
CZH$mo ñnîQ> H$s{OE &  

8. CZ Xmo VarH$m| H$mo ñnîQ> H$s{OE {OZHo$ Ûmam h_ n[aUm_moÝ_wIr (result-oriented) ~Z 
gH$Vo h¢ &    

9. (Excel) _| S>oQ>m EÝQ>´r (data entry) Ho$ {H$VZo àH$ma h¢, CZHo$ Zm_ {b{IE Am¡a 
CÝh| ñnîQ> H$s{OE &  

10. Amn  (Excel) _| \$m°_}Q> noÝQ>a (Format Painter) H$m à`moJ H¡$go H$a|Jo ?  

11. gm_m{OH$ CÚ_r H$m¡Z h¡ ?   

5 3 20  30   3 2=6 

12. gaH$mar nÌmMma Ho$ {d{^Þ àH$mam| Ho$ Zm_ {b{IE &  

13. {ZåZ{b{IV g§Ho$Vm| H$m AW© {b{IE :   

  ,  SP,  //,  #  

14. amo (row) Am¡a H$m°b_ (column)  A§Va h¡ ?   

15. nmdaßdm°B§Q> àñVwVrH$aU (Presentation) H$mo qàQ> H$aZo Ho$ MaUm| (steps) H$mo g_PmBE &   

16. gM© B§OZ (Search Engine) H$s n[a^mfm Xr{OE &  

3 2 30  50   2 3=6 

17. (Excel) _| J{UVr` Am°naoQ>g© (Mathematical operators) H$s ì`m»`m  

H$s{OE &   

18. ñbmBS> emo (Slide Show) ?   

19. B©-_ob (E-mail) Ho$ _yb ŷV H$m`© {b{IE & 
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Section B  

                                            (Subjective Type Questions)                        (30 Marks) 

Answer any 3 questions out of the given 5 questions on employability skills. 
Answer each question in 20  30 words.  3 2=6 

7. Name and e

personality.  

8. Explain two ways by which one can become result-oriented.  

9. Name and explain types of data entry in Excel.  

10. How will you use Format Painter in Excel ? 

11. Who is a Social Entrepreneur ?  

Answer any 3 out of the given 5 questions in 20  30 words each.  3 2=6 

12. Name the different types of official correspondence.  

13. Write the meanings of the following signs :  

 ,  SP,  //,  #  

14. What is the difference between row and column ?  

15. Explain the steps to print a PowerPoint Presentation.  

16. Define Search Engine.  

Answer any 2 out of the given 3 questions in 30  50 words each.  2 3=6 

17. Explain the Mathematical operators in Excel.  

18. What do you understand by Slide Show ?  

19. Write down the basic action of E-mail.   
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5 3 50  80   3 4=12 

20. gaH$mar nÌmMma Am¡a {~OZog (Business) nÌmMma _| A§Va ñnîQ> H$s{OE &  

21. \$m°_y©bm (formula) Ho$ _yb JwUm| H$mo ñnîQ> H$s{OE & 

22.  àñVwVrH$aU (Presentation)  m h¡ Am¡a BgHo$  ? 

23. gM© B§OZ Ho$ Ûmam gyMZm àmá H$aZo Ho$ MaUm| (steps) H$mo {b{IE &   

24. {H$Ýht Mma dm`ag amoYr (Antivirus) gm°âQ>do`a Ho$ Zm_ {b{IE Am¡a Amn AnZo H$åß`yQ>a 

(PC) H$mo dm`ag go H¡$go ~Mm gH$Vo h¢, ì`m»`m H$s{OE &   
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Answer any 3 out of the given 5 questions in 50  80 words each.  3 4=12 

20. Explain the difference between Official correspondence and Business 

correspondence.  

21. Explain the basic properties of formula.  

22. What is a Presentation and what are its uses ?  

23. Write the steps for finding information through Search Engine. 

24. Name any four Antivirus software and explain how you can protect your 

PC from virus.  

 


