SET-4

Series STPQR TIH-UF IS

Q.P. Code 341/7
T Tt ST e A IR ¥
Roll No. TE-I8 T 3w fod |

Candidates must write the Q.P. Code
on the title page of the answer-book.

o FHUI i F A 1o 59 TH-UA H Glra IB 157¢ | [] E
o Y¥I-UF H qTfed 519 F1 3R 13T T J¥7-97 FIS Hl WIaTTefl S-Jashl & J@-IB W@ |
o FUATSIT H A h FTIH-TAH 24 T 8 | i
e AT VA H I TG YE A @ UES, IM-GRAWT F FoT T T Y T |
o 3HIV-UA FI UG & [o7Q 15 1o %1 €0 21 371 & | 9493 1 faatv qate & 10.15 71 |

foBa SITCTT | 10.15 99 & 10.30 515 7 Thenefl e S0 GG SR 56 Al &

3R 9 IT-GRAF T FI3 I 781 o1& | :
e Please check that this question paper contains 15 printed pages. E
e Q.P. Code given on the right hand side of the question paper should be written E

on the title page of the answer-book by the candidate. !
e Please check that this question paper contains 24 questions. :

e Please write down the Serial Number of the question in the
answer-book at the given place before attempting it.

e 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
candidates will read the question paper only and will not write any answer on
the answer-book during this period.

CIRUEMHT JUT FFogeT HTTAT

TYPOGRAPHY AND COMPUTER APPLICATIONS

fAeifta gaa : 8 v Hferhad 37 : 60

Time allowed : 3 hours Maximum Marks : 60

1 P.T.O.



qraT T35t :
() FUA 0 &I A ey |
(i) FHIHIAHSIEUSI G 24 JHE : WIS & IN TG |
(iii) TUEH B TGS TR & T 8 STl VS @ B 9977 JFR & T 3 |
(iv) TETT (6 + 18) = 24 I¥1 ¥ G, IHIGaR & 3 TS & FM&fea (3feHaq) Tqd 4
(6+11) =179 F IR 2 |
(v) Tl 1wy @ue & guft Jo1 ! &1 9 T T &1 JI19 11 ST 91160 |
(vi) TV : FES THR & T (30 37%F) :
(@) ATEH 6THE |
(b) FI3 THRIHE JFT Te1 8 |
(c) T e faden & s7ar I |
(d) i ¥ / 9T 3 GTE SATE1d 3l 1 Soci@ fHAT T8 |
(vii) WIS : TT9TF THR 3 T3 (30 37%F)
(@) ITUEH I8THE |
(b) SHIGEAR BT 11 JH FAE |
(c) g g 33 & ST7aR I |
(d) T3 J99 / YT 3 G- ATE 12 371 1 Ieoi (a1 T 8 |

Qe &
(SEFISS T 3 o) (30 37H)
1. USTR $Ivd W U T 6 93T 3 ¥ fhgi 4 & S e | 4x1=4

(i) THARFTE?
(A)  Fereml =7 e G9E S U §0F STwese ST @ |
(B) 1531 o1 U HYE il fohelt Hqot forame m 37ef o7 SR et 2 |
(C) Tt 1 U ww SrEeht g1 |El & § fote o fofu aTe st =1ie |
(D) wIsai 1 Uk w fored A form ferg e € |
2




General Instructions :

(i) Please read the instructions carefully.

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

(iti) 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)
(®)
(c)
(d)

This section has 6 questions.
There is no negative marking.
Do as per the instructions given.

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 out of the given 6 questions on Employability Skills. 4x1=4
(i)  What is a sentence ?

(A) A group of ideas that form a complete paragraph.

(B) A group of words that communicates a complete thought or
meaning.

(C) A set of rules that we must follow to write correctly.

(D) A set of words that contains basic punctuation marks.
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(i) “ddTa” g i gt HifSa |

(iii) FAER W Hfekical foeh 3 SATRTAT AT AT & Heiferd & S @ §
Bl E |
(A)  wferer
(B)

(C) 3t
(D) f&faa

(iv) STSHI wrard 2
(A) TAEYN U HisATfeds™ 9

(B)  SHHIH U HRYMHIH SHIQrS

(C) 3IULS US FAIL TSI

(D) THEE g ferufea &

(v) frefaRed o & wb-ar wresfie &1 o 720 2 2
A) ud
(B) Fehefie
(C) =ehe

D

(D) FHUET

(vi) WIRd GThR hl 36 THE G o1 AT 130, FSTaehT 3L T1E-379 AT o forshrd

o foTq weh urfeerfereht @ a1 fAmior sheaT 1 |
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(11) Define the term “stress”.

(iii) Cluster ‘A’ personality disorders are associated with individuals who

are in nature.

(A) Suspicious
(B) Emotional
(C) Impulsive

(D) Anxious

(iv) ICT stands for :
(A) Innovation and Coordination Team
(B) Information and Communication Technology
(C) Integrated and Clear Technology

(D) Inspired and Creative Team

(v)  Which of the following is not a component of a spreadsheet ?
(A) Cell
(B) Worksheet
(C) Workbook

(D) Workarea

(vi) Name the flagship initiative of the Government of India that is

intended to build an ecosystem for the growth of start-up businesses.
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2. feuwu 7y d g fordl 5 % A difST| 5x1=5

(i) =R (fosme) TeEmr A @ At (styles) @ , SciiFe WIEd
(blocked style) 3T GHi-scitere L5 (semi-blocked style) |

(i) 1 IT I Ak AR & 9 fiRgg a1 fefoea s 4 @uwonr &3
(communicate) 3 dtieh sl FEIIAA2 |

(iii) T Uk AT H GO AR =Rl TORIAT SHIT T, ST e
TR T oh foTT ST AT oX fier frofer o <t o1rem s U fora S & |

(iv) 3fIT=Te 9 (formal letter) st aReTsT foeTfa |
(v) U Wl fohT 7T e AT HFREHTE 2189 i H NP § 3179 RI1 93 & 2
(vi) AR o forelt 3162 o1 &M o foTT ford efleh (sign) T SR ot ST & 2

(vii) Teh ZTEUTIRad (typewritten) I 8&dfeiiad (handwritten) €9 8 |
3. fRumu 7 ywidd el 6 % s AT 6x1=6
(i) Ufk (row) 3R &9 (column) & SEIMH (intersection) T EX
TR |

(i) THTE TS (MS Excel) %1 $I=R (feature) S 22T shl Teh HIIST 1 IMEAES
T AT 7, FE TS |

(iii) TS (Excel) dd JHNF 22T (numeric data) I &S H &l & |

(HRT/ATeT)
(iv) U ik (>) Th AT (operator) HT JETE T |
(A) SRR (Arithmetic) (B) &% (Conditional)
(C) dTfeheh (Logical) (D) U (Greater)
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2. Answer any 5 out of the given 7 questions. 5x1=5

(i) The three styles of business correspondence are , blocked

style and semi-blocked style.

(i1) The way to communicate in written or digital forms between two or

more people is known as

(iii) letters are written by one official to another for
maintaining secrecy, drawing personal attention and expecting a

quick decision on the matter.
(iv) Define a formal letter.

(v) What do you understand by NP in typing a corrected draft or

manuscript ?
(vi) Which sign is used for the deletion of a word in a manuscript ?

(vii) A/An is a typewritten or handwritten form.

3. Answer any 6 out of the given 7 questions. 6x1=6
(1) The intersection of a row and a column is called a/an

(i1) The feature of MS Excel that quickly completes a series of data are

called
(iii) Excel can only handle numeric data. (True/False)
(iv) The ‘greater than’ sign (>) exemplifies a/an operator.

(A) Arithmetic (B) Conditional

(C)  Logical (D)  Greater
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(v) USnfdeeH (page orientations) & forfir= wehrd o = ferfla |
(vi) HIS U8 3T (Freeze Panes option) UraT T Tl 41 hl @ik A &

foTe ST fopm ST 2 (TR
(vil) =afHd 8 (selected cell) &1 Uah et | saTgd s o foTu forg 3188 () ot ST
ERISIIER
4. feumu 6 w1 & @ foredl 5 & A ST | 5x1=5
(i) UrEaErEe (PowerPoint) ﬁ, CIRGIER] rc) g Sfl\_rﬁ (small images) CARSEHEI
Fet g, T FETACR |
(i) U EATEES A (slide show) i A | & FA o fAIQ FalE 2Mcpe e 2
(A) Ctrl+S B) Ctrl+N
(C) F5 (D)  Shift + F5
(iii) o€ wIE SO EHe Wisd (readymade styles) ﬁﬁs BT & S ed WTQETEF
ITRT AT ST ST TeR0T H T TRl &, i FETSATS |
(A) H®WET (Preformatting) (B) =i (Template)
(C) fo=Tr€ (Wizard) (D)  3ATIETEd (Autostyle)
(iv) E=HT T g3 TN (Visual presentation) ST 9@ aTct %l I8 3 TR
I e T A AT e, I AT @ ) 8, FEAATE |
(v) Uk 3 Fde @9 AUEE & A dieehd AND’ foren W emenfia
Teh YIRS ST § |
(A) I8 (Yahoo) (B) T (Google)
(C) few (Rediff) (D) 3'%'&1'&3’5?[ (Indiatimes)
(vi) $-H (E-commerce) I TRieht T afiehe feRaT ST TR 2 |
(A 2 B 3
C) 4 D) 5
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(v) Name the different types of page orientations.

(vi) The Freeze Panes option is used to lock both rows and columns.

(True / False)
(vii) Which term is used to join the selected cells into a single cell ?

4. Answer any 5 out of the given 6 questions. 5x1=5

(i) In PowerPoint, the outline tab displays small images called

(ii)) What is the keyboard shortcut to start a slide show from the
beginning ?
(A) Ctrl+S (B) Ctrl+N
(C) F5 (D)  Shift + F5

(i1i) The file that consists of readymade styles which we can easily use for
our presentation is known as
(A) Preformatting (B) Template
(C) Wizard (D)  Autostyle

(iv) The visual presentation of information that allows viewers to

interpret and expound what they are seeing is called

(v) is a powerful tool based on a logical ‘AND’ system with
a 3D keyword search operation.
(A) Yahoo (B)  Google
(C) Rediff (D) Indiatimes
(vi) E-commerce can be categorized into ways.
(A) 2 B) 3
C) 4 D) 5
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5. Teumu 6 g # 9 fordl 5 o ST g | 5x1=5

(i) U e, IA1E AR Ty s WisH & iyt Agwqui
ITHTE |

(i1) 3-foema & od = (all encompassing) GHR T fegan 2l
(ii) Toreel ?ﬁ‘st-ﬁﬁ Brcat (E-mail components) & A WQ |
(iv) Ueh 3-0et ¥eH & foru ffariad o & s-ar A e & 2

(A) 9% (Sender) (B)  3129WC (Attachment)
(C) 3% (Draft) (D) -0 3T (Mail ID)
(v) forehed T 31901 3-8t (E-mail) 1, 30 91 forT 919 ot & 8911 weg
FATE |
(A) 9 TS ¥ (Save as draft) (B) s (Inbox)
(C) ©< 33aH (Sent items) (D) ¢ (Trash)

(vi) SRH-HT ATSHIA 3-HA ST | ISk o I8 o A1 fo@Tm 3 38 o1 § T &

forw sifera foram ST wepaT 2 2

6. feuwu 6 ywi§ 4 fordl 5 % sar difsio | 5x1=5

()  ftremis @< S I I L & S99 AND (+), OR, 3R NOT
(—) O TG IMEA R |

(ii) HTTPS H“S” s 3 ® :
(A) HT9a (Software) (B) Ud#E (Selected)
(C) YT (Secure) (D) f&%ew (System)

(iii) UB JTd ATTUTTSHk I (commercial virus) sl I HET STl
2
(A) 3 8 (Trojan horse) (B) aH (Worm)
(C) 9 (Brain) (D) it (Logic)

(iv) ifereh aTeRd (biological virus) T eI 2|

(v) T TH 989901 (malicious) i€ § S UTeh HFE T g1 i
o AT faer gehar 2 |

(vi) skl (macro) dTIH =T 29
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5. Answer any 5 out of the given 6 questions. 5x1=5

(i) A/An is a critical tool for finding information, products and

businesses online.
(i1) is a part of the all-encompassing world of e-business.
(i1i) Write any two E-mail components.

(iv) Which of the following is mandatory for sending an E-mail ?

(A) Sender (B) Attachment
(C) Draft (D) E-mail ID
(v) option helps us to save an unfinished E-mail without
sending it.
(A) Save as draft (B)  Inbox
(C) Sent items (D) Trash

(vi) Which icon will appear next to the sender’s name in the e-mail inbox

and can be used to mark for later ?

6. Answer any 5 out of the given 6 questions. 5x1=5

(i) Most search engines support which includes operators like
AND (+), OR, and NOT (-).

(11) The “S” in HTTPS stands for :

(A) Software (B) Selected
(C) Secure (D) System
(1i1) The first known commercial virus is called the virus.
(A) Trojan horse (B) Worm
(C) Brain (D)  Logic

(iv) The other name of a biological virus is

(v) is a hidden malicious code that can alter or delete the
information on a client computer.

(vi) What is a macro virus ?
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LCLERCH
(ForeraRes TR & U9 ) (30 i)

TUSTTR 1977 T 13T 77T 5 3941 4 @ fohaf 3 & IR T | Tedoh 99 7 S/ 20 — 30 sl H
e | 3x2=6

7.

8.

9.

10.

11.

“FETC” I168 | AT T qH & ?

Teq ot e (RrT B1ga e Hiee & wef s % safiaed & Redl 9 Ameet
it e i |

TS T i A R 2

ST § g a1 waieofi sroTd sTare |

JUASHY o STTAR “I Siteq 376q 1 AT I |

feU T 5 71 4 @ faeel 8 & IT 20 — 30 I7s31 (J4) H JHforT | 3x2=6

12.

13.

14.

15.

16.

pocit-sqiieh (Fully-block) TT5e W5 shl T2 SHITSTT |

freferfad gdien (symbols)aﬁfagf%'f\@?:
(i)  Stet

i) UC

(iii) SP

(iv) #

afsha 9 (Active cell) & 31T FIT GHd © 2

T I3t § 3ATToh TEQIeh0T § T $HST SiTg o =1l ohi feIRa |

WS U9 (phrase search) T &7 JUAT & ?

12



SECTION B
(Subjective Type Questions) (30 Marks)

Answer any 3 out of the given 5§ questions on Employability Skills. Answer each

question in 20 — 30 words. 3x2=6
7. What do you understand by the term “communication” ?
8. Explain any four parameters of an individual’s personality related to the
Big Five Factor Model.
9. What is data sorting in ICT ?
10. State any two environmental barriers to entrepreneurship.
11. Define the term “green jobs” according to the UNEP.
Answer any 3 out of the given 5 questions in 20 — 30 words each. 3x2=6
12. Explain a Fully blocked style letter.
13. Write the meaning of the following symbols :
(1)  Stet
(i) UC
(iii) SP
(iv) #
14. What do you understand by an active cell ?
15. Write the steps to add an image from a file to your presentation.
16. What is the use of a phrase search ?
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faw 77 3 J91 4 @ faheel 2 & I 30 — 50 Y156l (Icdah) H SHferT | 2x3=6
17. IEEH (AutoSum) FIT & 3 TT I (AutoFill) ¥ HE =18 2
18. T TE]IHLT (presentation) 3 Tk EATEE (slide) o = T HAT 2 2

19. FHFIS (Compose) e foel # frmfafiga se wrat fewms 2t 2 2
(i) S (Compose)
(ii) s (BCC)
(iii) € (Send)

eU 71T 5 J91 4 @ gl 8 & S 50 — 80 3731 (Icdah) H GHerg | 3x4=12
20. FAH-IMEFHT 9 (demi-official letter) st it feafiaw ﬁ@iﬁ%ﬁww |
21. T e §5T o HIEAH § o1 IS o6 =N (steps) i faflay |

22. T (Excel) H Tgh =1 o fohegl SR B2l (components) sl T8 HITWT |

23. FFIL IYANTHAT ARE (viruses) ¥ U Foeen 61 GRarm & & Thd ¢ 2 (I3 IR
fefg)

24, YEERS Hbgdhlchiul (PowerPoint presentation) FATR? qTewa 52 >|<~g<ﬂchw| CINE!

o =M ! [ARaT |
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Answer any 2 out of the given 3 questions in 30 — 50 words each. 2x3=6
17. What is AutoSum and how does it differ from AutoFill ?
18. What is the difference between a presentation and a slide ?

19. Where do the following buttons appear in the Compose Mail window ?
(i) Compose
(ii)) BCC
(ii1) Send
Answer any 3 out of the given 5 questions in 50 — 80 words each. 3x4=12
20. Define a demi-official letter and explain its features.
21. Write the steps to find information through a search engine.

22. Explain any four components of a chart used in Excel.

23. How can computer users safeguard their systems against viruses ? (Any

four points)

24. What is a PowerPoint presentation ? Write the steps to open a PowerPoint

Presentation.
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