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narjmWu H$moS >H$mo CÎma-nwpñVH$m Ho$ _wI-n¥ð >na 
Adí` {bIo§ & 
Candidates must write the Code on the 

title page of the answer-book. 

 

 Series JMS  H$moS> Z§.       

 Code No. 

amob Z§. 
Roll No. 

   
 

 

 

B©-àH$meZ Ed§ B©-H$m`m©b` (dm{UÁ`) 

e-PUBLISHING AND E-OFFICE(Commerce) 
 

{ZYm©[aV g_` : 2 KÊQ>o   A{YH$V_ A§H$ : 30 

Time allowed : 2 hours Maximum Marks : 30 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _o§ _w{ÐV n¥ð> 7 h¢ & 

 àíZ-nÌ _| Xm{hZo hmW H$s Amoa {XE JE H$moS >Zå~a H$mo N>mÌ CÎma-nwpñVH$m Ho$ _wI-n¥>ð> na 
{bI| & 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _| >14 àíZ h¢ & 

 H¥$n`m àíZ H$m CÎma {bIZm ewê$ H$aZo go nhbo, àíZ H$m H«$_m§H$ Adí` {bI| & 

 Bg  àíZ-nÌ  H$mo n‹T>Zo Ho$ {bE 15 {_ZQ >H$m g_` {X`m J`m h¡ &  àíZ-nÌ H$m {dVaU nydm©• 
_| 10.15 ~Oo {H$`m OmEJm &  10.15 ~Oo go 10.30 ~Oo VH$ N>mÌ Ho$db àíZ-nÌ H$mo n‹T>|Jo 
Am¡a Bg Ad{Y Ho$ Xm¡amZ do CÎma-nwpñVH$m na H$moB© CÎma Zht {bI|Jo & 

 Please check that this question paper contains 7 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 
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gm_mÝ` {ZX}e : 
(i) g^r àíZ A{Zdm`© h¢ & 
(ii) H«$_ g§»`m 1 go 4 àË òH$ EH$ A§H$ Ho$ àíZ h¢ & 
(iii) H«$_ g§»`m 5 go 10 àË òH$ Xmo A§H$ Ho$ àíZ h¢ & 
(iv) H«$_ g§»`m 11 – 12 àË òH$ VrZ A§H$ Ho$ àíZ h¢ & 
(v) H«$_ g§»`m 13 – 14 àË òH$ Mma A§H$ Ho$ àíZ h¢ & 
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 from serial number 13 – 14 carry four marks each. 

1. {H$gr EH$ do~ ~«mCµOa H$m Zm_ {b{IE & 1 

Write the name of any one web browser. 

2. {ZåZ{b{IV ñH«$sZem°Q> H$m {ZarjU H$a| Am¡a {ZåZ{b{IV àíZm| Ho$ CÎma Xr{OE : 1 

Observe the following screenshot and answer the questions that follow : 

Tryst with Destiny 

Long years ago we made a tryst with destiny, an now the time comes when we 

shall redeem our pledge, not wholly or in full measure, but very substantially. At 

the stroke of the midnight hour, when the world sleeps, India will awake to life 

and freedom. A moment comes, which comes but rarely in history, when we step 

out from the old to the new, when an age ends, and when the soul of a nation, 

long suppressed, finds utterance. It is fitting that at this solemn moment we take 

the pledge of dedication to the service of India and her people and to the still 

larger cause of humanity. 

   (a) 

At the dawn of history India started on her unending quest, and trackless 

centuries which are filled with her striving and the grandeur of her success and 

her failures. Through good and ill fortune alike she has never lost sight of that 

quest or forgotten the ideals which gave her strength. We end today a period of 

ill fortune and India discovers herself again. The achievement we celebrate today 

is but a step, an opening of opportunity, to the greater triumphs and 

achievements that await us. Are we brave enough and wise enough to grasp this 

opportunity and accept the challenge of the future ? 
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Cn ẁ©º$ ñH«$sZem°Q> {H$g àH$ma H$m Amo[aE§Q>oeZ Xem©Vm h¡ ? 

   AWdm 

bo~b (a) {H$g àH$ma H$s ñnoqgJ (n¡amJ«m\$ ñnoqgJ/bmBZ ñnoqgJ) Xem©Vm h¡ ? 

What type of orientation does the above screenshot depict ? 

   OR 

What type of spacing (Paragraph spacing/Line spacing) does label (a) 

depict ? 

3. gob ao\o$a|qgJ H$m àH$ma nhMmZ| : 1 

 =A3+A4/$A$6 

Identify the type of cell referencing : 

  =A3+A4/$A$6 

4. {H$gr EH$ Am°ZbmBZ Qy>b H$m Zm_ {b{IE Omo  

 PDF H$mo doc./.xls _| ~XbVm h¡ & 1 

   AWdm 
 ñH¡$ÝS> Q>oŠñQ> S>m°Š`y_|oQ> (JPEG) H$mo Writer/Calc \$mBb _| ~XbVm h¡ & 1 

Name any one online tool for converting  

PDF to doc./.xls. 

   OR 

Scanned text document (JPEG) to Writer/Calc. 

 

5. {gëH$s Am¡a amo{hV H$mo EH$ gh`moJr {dkmZ n[a`moOZm {dH${gV H$aZo Ho$ {bE H$hm J`m  
Wm & {gëH$s Zo ì`{º$JV {gñQ>_ na H$m_ H$aZo Ho$ ~Om` JyJb S>m°Šg/ñH$mB© S´>mBd H$m 
Cn`moJ H$aZo H$m {ZU©` {b`m & H$maU ~VmBE &  2 

Silky and Rohit were asked to develop a collaborative science project. 

Silky decided to use Google docs/SkyDrive instead of working on 

individual system. Give reason. 
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6. h¡S>a Am¡a \w$Q>a H$m _hÎd {b{IE & 2 

Highlight the importance of Header and Footer. 

7. ñnob MoH$ H$aVo g_` dS>© àmogoga O~ EH$ ñnoqbJ _| Ìw{Q> nmVm h¡, Vmo `h {ZåZ Ho$ {bE 
g§Ho$V XoVm h¡ : 

 Ignore, Ignore All, Add, Change, Change All 

 Cn ẁ©º$ {dH$ënm| _| go Add, Ignore Am¡a Change All H$mo g_PmBE & 2 

While performing Spell Check if the word processor finds a spelling error 

it prompts for the following : 

 Ignore, Ignore All, Add, Change, Change All 

Explain Add, Ignore and Change All from the above options. 

8. _ob _O© H$aZo Ho$ ñQ>oßg {b{IE & 2 

   AWdm 
 boIH$ (Writer) _| EH$ eãX H$m n`m©` ImoOZo Ho$ {bE ñQ>oßg {b{IE & 2 

Write down the steps to perform mail merge. 
   OR 

Write steps to find synonym of a word in Writer. 

9. OLE H$m \w$b \$m°_© Š`m h¡ ? EH$ OLE Am°ãOoŠQ> S>mbZo H$m Š`m \$m`Xm h¡ ? 2 

What is the full form of OLE ? What is the advantage of inserting an 

OLE object ? 

10. {ZåZ{b{IV H$mo Q´>m§gµ\$m°_© Qy>b Am¡a H$ba Qy>b _| dJuH¥$V H$s{OE : 2 

(H$) {e`a 

(I) W«oemoëS> 

(J) H$d© 

(K) amoQ>oQ> 

Categorize the following into Transform tool and Color tool : 

(a) Shear 

(b) Threshold 

(c) Curve 

(d) Rotate 
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11. Am°ZbmBZ boZXoZ EH$ gwa{jV boZXoZ h¡, `h gw{ZpíMV H$aZo Ho$ {bE H$moB© VrZ VarHo$ 
{b{IE &  3 

   AWdm 

 H«¡$H$a go h¡H$a {H$g àH$ma {^Þ h¡ ? 3 

Write any three ways to ensure that an online transaction is a secure 

transaction. 

   OR 

How is a Hacker different from a Cracker ? 

12. (H$) Archiving Š`m hmoVm h¡ ? 1 

(I) e-office Ho$ H$moB© ^r Xmo \$m`Xo {b{IE & 2 

(a) What is Archiving ? 

(b) Write any two advantages of e-office. 

13. AZwîH$m Zo ñàoS>erQ> _| {ZåZ{b{IV {ddaU XO© {H$E h¢ : 4 

 A B C D E 

1 Name of the Item Unit Price Quantity 
Amount 
Payable (in <) 

 

2 Racquet 175 6 1050 Ordered 
3 Bat 225 10 2250 Ordered 
4 Ball (Cosco) 25 25 625 Ordered 
5 Football 350 5 1750 Ordered 
6 Volleyball 275 5 1375 Ordered 
7 Basketball 425 0 0 Not Ordered 
8   Grand Total    
9  Lowest Cost    

10  Highest Cost    

 

 \$m°_y©bm _| \§$ŠeZ H$m à`moJ H$a : 
(H$) gob D8 _| Hw$b ‘‘Amount Payable’’ {ZH$mbZo Ho$ {bE & 
(I) gob C9 _| g~go H$_ ‘‘Unit Price’’ {ZH$mbZo Ho$ {bE & 
(J) gob C10 _| gdm©oƒ ‘‘Amount Payable’’ {ZH$mbZo Ho$ {bE & 
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(K) AZwîH$m CZ g^r dñVwAm| Ho$ {bE ‘‘Ordered’’ àX{e©V H$aZm MmhVr h¡ {OZH$s 
‘‘Quantity’’ 0 (eyÝ`) go A{YH$ h¡ Am¡a ‘‘Not Ordered’’ AJa ‘‘Quantity’’  

0 (eyÝ`) h¡ & 

ZmoQ> : H$m°b_ Ho$ Zm_ ‘‘ ’’ _| {bIo§ JE h¢ O¡go : ‘‘Amount Payable’’ 

AWdm 

 ñàoS>erQ> _| à`wº$ {H$Ýht Mma àH$ma H$s MmQ>m] Ho$ Zm_ {b{IE Ed§ CZH$s ì`m»`m H$s{OE & 4 

 

Anushka has entered the following details in a spreadsheet : 

 A B C D E 

1 Name of the Item Unit Price Quantity 
Amount 
Payable (in <) 

 

2 Racquet 175 6 1050 Ordered 
3 Bat 225 10 2250 Ordered 
4 Ball (Cosco) 25 25 625 Ordered 
5 Football 350 5 1750 Ordered 
6 Volleyball 275 5 1375 Ordered 
7 Basketball 425 0 0 Not Ordered 
8   Grand Total    
9  Lowest Cost    

10  Highest Cost    

Write formula using functions to find : 

(a) Grand Total of ‘‘Amount Payable’’ in cell D8. 

(b) The lowest ‘‘Unit Price’’ in cell C9. 

(c) The highest ‘‘Amount Payable’’ in cell C10. 

(d) Anushka wants to display ‘‘Ordered’’ for all those items whose 
‘‘Quantity’’ is more than 0 and ‘‘Not Ordered’’ for all those items 
whose  ‘‘Quantity’’ is 0 in the column E as shown in the screenshot 
above. Write the function that will help Anushka to achieve her 
task. 

Note : The column names have been enclosed in ‘‘ ’’ For example : 

‘‘Amount Payable’’ 

OR 

Write and explain any four types of charts commonly used in 

spreadsheets. 



235 7 P.T.O. 

14. ZrMo Xr JB© B_oO H$mo Ü`mZ go Xo{IE, {OZ na Ho$O Qy>b à`mooJ {H$`m J`m h¡ Am¡a 
{ZåZ{b{IV àíZm| Ho$ CÎma Xr{OE :  

 
(H$) Ho$O Qy>b Š`m h¡ ? 1 

(I) Ho$O Qy>b H$m à`moJ H$aZo Ho$ ñQ>oßg {b{IE & 3 

Carefully observe the below images on which the cage tool has been 

applied and answer the questions that follow : 

 

(a) What is a Cage tool ? 

(b) Write steps to use the Cage tool. 


