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-  - 

() 
e-PUBLISHING AND e-OFFICE  

(Commerce) 
 
 
  : 3    : 30 
Time allowed : 3 hours Maximum Marks : 30 

 Series : TYM 

       -    8   

 -            -  -    

       -  14    

         ,       

  -     15        -     10.15 
    10.15   10.30     -       
  -       

 Please check that this question paper contains 8 printed pages. 

 Code number 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 14 questions. 

 Please write down the Serial Number of the question 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. 

SET – 4 

   -  -  
   
Candidates must write the Code on the 
title page of the answer-book. 

H$moS> Z§. 
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www.ca
re

er
in

dia.
co

m

235 2   

  :  
 (i)       

 (ii)   1  4        

 (iii)   5  10        

 (iv)   11 – 12        

 (v)   13 – 14        

 

General Instructions :  

 (i) All questions are compulsory. 

 (ii) Questions from serial number 1 to 4 carry one mark each.  

 (iii) Questions from serial number 5 to 10 carry two marks each.  

 (iv) Questions from serial number 11 – 12 carry three marks each. 

 (v) Questions 13 – 14 carry four marks each. 
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1.               1 

 ()        

 ()             

 Name the protocols that are used : 

 (a) To access a remote system. 

 (b) To transfer files between computers on a network. 

   

2.           -      ? 1  

 Which shortcut is used to invoke the find and replace dialog ? 

 

3.        1 

 =$A$2+$B$5 

          

 Rohit had written the following formula : 

 =$A$2+$B$5 

 Identify the type of cell referencing. 

 

4. e-book   ?  1 

 What is an e-book ? 

 

5.            ? 2 

 What is the difference between Uploading an attachment and Downloading an 

attachment ? 
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6.                   

H2O  ,              ?  

         2 

 While preparing a chemistry project Saumya had to write the formula for water in a 

word processor which is H2O. Suggest her a solution and steps to write the formula. 

 

7.         ?     2 

 What does the terms Portrait and Landscape represent in a Word Processor ? How are 

they different ? 

 

8.     ?  2  

       

    list           

 What is mail merge ? 

      OR 

 Differentiate between Bulletted list and Numbered list with the help of an example. 

 

9.          2 

 Write steps to insert a picture in a document. 

 

10.             ?       

     ?  2 

 Name the operation that mirrors an image along the specified axis. Also mention the 

menu option from which it can be invoked. 
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11.          3 

 ()       Google         ,    

      ,             

 ()                 

   

      

            

 Give reason along with explanation for the following : 

 (a) Kabir is amazed to see how Google remembers his visited sites, even the videos 

that he has seen in YouTube are visible when he revisits YouTube.  

 (b) Simran created an online survey as part of her project and she gets Email 

notification for the result. 

                                OR 

 Explain Cyber Law and highlight the importance of Firewall. 

 

12. ()        1 

 () -            2 

 (a) Define a Content authoring tool. 

 (b) Write any two differences between e-Publishing and traditional publishing.    
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13.                 6  “ 

  ”    ,           

                : 4 

  

           : 

 ()          

 ()       

 ()         

 () Cell C9         80 ,  “”  

“”     

 

     ,        ?        

  
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 MMP School organised a 6 day “Clean and Green Mohalla” drive to spread awareness 

among people about the importance of cleanliness, they had invited the residents to 

contribute to the cause. The following worksheet displays the number of participants 

each day. 

 

 Write formula using functions to find : 

 (a) Total number of participants. 

 (b) Average participants. 

 (c) Maximum number of participants. 

 (d) Display “Success” if Average participants is more than 80 in cell C9 and 

“Failure” otherwise. 

OR 

 What is a function in a spreadsheet, how is it written in spreadsheet ? Name any two 

functions in a spreadsheet. 
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14.   

  Image-1                      Image-2 

  1      2   ,          

     : 

 (a)     ?      1 

 (b)              3 

 

  

  Image-1                      Image-2 

 On applying the perspective tool on Image-1, Image-2 is produced. Carefully observe 

the above images and answer the questions that follow : 

 (a) What is a perspective tool ? 

 (b) Write steps to use the perspective tool. 

__________ 

 
 
 
 
 
 
 


