Series : YWXZ4 SET~4
Q.P. Code
et . Tl e I hl SRR
Roll No. TGI8 W 3 ford |
Candidates must write the Q.P. Code
on the title page of the answer-book.
e NOTE
)] Wﬁ?ﬁﬁ%%w-ﬂﬁﬂﬁﬁg@ (I) Please check that this question paper
158 contains 15 printed pages.
(I) JH-97 § eifed g1 hil AR e mu {II) Q.P. Code given on the right hand
TH-GT HE F qhErel SqRaF % side of the question paper should be
o > written on the title page of the
qE-T W ! answer-book by the candidate.
(III) o S A for 39 I1-u1 § 24 999 | (I11) Please check that this question paper
= contains 24 questions.
(IV) HudT 99 T IR 7@ T & " & {(IV) Please write down the Serial
TS, ITR-URAeRT ¥ T T U U9 Number of the question in the
> L R answer-book at the given place
ST shHTeh AT ' before attempting it.
(V) 39 YH-9F i Ued & fofw 15 fie &1 {(V) 15 minute time has been allotted to

o fodT TR @ | SRA-O T T qate
# 10.15 & foRaT SIT@T | 10.15 o &
10.30 ST T Wiefrefl shad Je-9 i
UG 3 3 AT o N o I-gRaet
T T I AL fored | #

read this question paper. The
question paper will be distributed
at 10.15 am. 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.

E:E SIENATHY YT FFoYT [T | EnE

%ﬁ TYPOGRAPHY AND COMPUTER APPLICATIONS Eﬁ

fAeria a7 - 8 o

Time allowed : 3 hours

*341%

Aferhad 37 : 60
Maximum Marks : 60

[P.T.O.]




L e T e
QraT 3337 ;

() FUA 0 F] A T |
(i) THTHIAAGIEUSI 424 JHE : WIS & N TS G |
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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)  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 out of the given 6 questions on Employability Skills. 4x1=4
1) refers to judging the value, quantity, importance and

amount of something or someone.
(A) Evaluating (B) Responding

(C) Remembering (D)  Receiving
%341 e # [P.T.O.]
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(i) U 0T ore gatl | e o i1 Biell € 37 <iT A1 gTedtd o o H sgd SAfereh

faraaga o A& o FafId A & |
A) G (B)  SITT&shal
(C) afed@ar (Extraversion) (D)  #ARET IR (Neuroticism)

(ili) T M (Excel Sheet) § e 31eh §cd (Cells) TGS, AIH__ &l
ST |

(iv) I TR0 Tk Tk (blank) T8 EQATEE i ST o foq ¥iidere i (shorteut
key) 3T A1 feAfaw |

(v) AT SRt (IT) Safiat s aferie hifs |

(vi) __ T80 ¥ gl SRV TR0 o ST fefelt aftRerta o el st st Frrdi € |
(A)  Furtaekar (Decisiveness)
(B) Usd ik (Initiative)
(C)  3iataafhe #i3e (Interpersonal skills)
(D)  ATH-HE (Self-doubt)

2. Teue 7 e 7 | o 5 o S i | 5x1=5
(i)  3TI-MEehH 97 (DO letter) H ANATEH (salutation) % TT T W1eq fARaT |

(i) = o 0T Sht et sciiare €2TEe (fully blocked style) 3T 31=1 A feARag |

(iii) & et g T TN hE T THEdH, SdTeaHT O, JSi=Td 3R
TATIART I o 7T foram ST 2 |
(A)  FT99 (Memorandum) (B) ™ 3RS (Office Orders)

(C)  Nu=fieh 9 (Formal letter) (D)  shraia™ fowuf} (Office Note)
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(ii) People who have difficulty in meeting others and worry too much
about things, show signs of

(A)  Openness (B)  Consciousness

(C) Extraversion (D) Neuroticism
(iii) In Excel Sheet, when a number of cells are selected, it is called

(iv) Write the shortcut key for adding a blank new slide in your

presentation.
(v) Define IT Entrepreneurs.

(vi) is the ability to take charge and act in a situation before
others.

(A)  Decisiveness

(B) Initiative

(C) Interpersonal skills
(D) Self-doubt

2. Answer any 5 out of the given 7 questions. 5x1=5

(1) Write the words used for salutation in a DO letter.

(i1)) Write down the other name of the fully blocked style of typewriting
the letters.

(iii) is/are used by the competent authority for change of

working hours, warning letter, promotions and transfers.
(A) Memorandum (B) Office Orders
(C)  Formal letter (D)  Office Note
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(iv) 9igfafs (Manuscript) # Ctr. %1 379 feifiaq |

(v) Wigfafd (Manuscript) § “In Full” 3T 372 o ST 7 Hehd T & 2
(vi) ‘Insert Hyphen’ T Wigfcift #shd (Manuscript sign) e |
(vii) 9igffd (Manuscript) # Caps 1 379 ¥78 #ifSry |

few T 7 yeai # @ forel 6 o S i | 6x1=6
(i) T Cell H ford Toh & data AdfdE (enter) fFrT ST Ehd & 2

(ii) HTEhETH T (Microsoft Excel) T fohe tab W YR AutoSum button
firer 2

(A) Format Tab (B)  Clipboard Tab
(C)  Formula Tab (D) Standard Tab
(iii) < T GH (Selected cells) I Tk T H SIS 6 A for 31og 1 FART foparm
SITAT & 2
(A) TSI (Adjust) (B) UE(Add)
(C) = &' (Merge cells) (D)  htsT3T (Combine)
(iv) HATRIH T TINT TF I (value) H G 9 (value) shi el & feIg

ToraT ST € 3T B (cell) | UfCoTTHY TR 2HIM |el (True) I17TeTd (False) BIATR |

(v) qﬁ'ﬁ@T (Formulas) * 1%1? ER HAT9Ed & 9 %I'F@Q I
(vi) STkt (AutoFill) T & 2

(vii) W@ﬁe“faﬁmﬁaaﬁ@ (cell contents) W%WWWWW%&T

ST 2 2
(A) Drag and drop (B)  Copy cell
(C)  Freeze panes (D) Edit
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(iv) Write the meaning of Ctr. in manuscript.
(v) What symbolizes the meaning of “In Full” in manuscript ?
(vi) Write the manuscript sign for ‘Insert Hyphen’.

(vii) Explain the meaning of Caps in manuscript.

3. Answer any 6 out of the given 7 questions. 6x1=6
(i) How many types of data can be entered in a cell ?

(i1) In which tab will you find AutoSum button in Microsoft Excel ?
(A) Format Tab (B)  Clipboard Tab
(C)  Formula Tab (D) Standard Tab

(iii) Which term is used to join the selected cells into one cell ?

(A)  Adjust (B) Add
(C)  Merge cells (D) Combine
(iv) operators are used to compare one value to the other and

the resultant answer in the cell is always either True or False.
(v) Name the operators used for formulas.
(vi) What is AutoFill ?

(vii) Which method is used to move the cell contents only a short distance ?
(A) Drag and drop (B)  Copy cell

(C)  Freeze panes (D) Edit
%341 0 # [P.T.O.]



OO T PP
4, feuTw 6 U9 ° U forel 5 o ST AT | 5x1=5

(i) Frefafad § & F-a1 dretEize F (PowerPoint view) ¥ § T 72 @ 2
(A) EEE €I = (Slide Sorter view)
(B)  SSIie¥M o (Presentation view)
(C) +Ha =g (Normal view)
(D) e M (Slide Show view)

(ii) femauft (notes) 37 TAgE Shwed (slide contents) & UST T
(page layout) =l J&f3id AT ® |

(iii) ¥Mel (Thumbnail) FTE 2
(iv) Toreei a1 o o1 =l ferfa |
(v) 3-%m" (E-commerce) 3 &1 &F Aot faaRgu |

(vi) FH (Query) Fd B S« Th g 3fes ?mpl?zléj\? (keywords) 2159 foru Sa €,
foher ST HTaeX (Boolean operator) T ST foAT SITaT @ 2

5. fRUIT 6w H @ R 5 o ST AT | 5x1=5
IEET (option) fereht 3TC[\Uf R[] (e-mail) O formT 30 o (save)

T H AGE AT 2 |

(1)

(A) HI TG (Save as draft)
(B) s (Inbox)

(C) @< 33 (Sent items)
(D) 39 (Trash)

(i) Toreel a1 3-iet Efdy Tramget (e-mail service provider) & 7 ferflaw |
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4. Answer any 5 out of the given 6 questions. 5x1=5

(i) Which of the following is not one of the PowerPoint views ?
(A)  Slide Sorter view
(B)  Presentation view
(C)  Normal view

(D)  Slide Show view

(i1) displays a page layout of the notes and the slide contents.

(iii) What is a thumbnail ?

(iv) Write any two search engines.

(v) Write any two categories of E-commerce.

(vi) While performing a query, when more than one keyword is typed,
which Boolean operator is used ?

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

1) option helps to save an unfinished e-mail without sending
it.
(A) Save as draft
(B) Inbox
(C)  Sent items

(D) Trash

(ii)) Name any two e-mail service providers.
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(iii) - (E-commerce) T T (subset) © |
(iv) ST (Phrase) @S H d99-fa4m@ (Syntax) T Adas g iy s &
HE-UE T |
(A)  qof form (full stop)
(B) foewanfeaeash & (exclamation mark)
(C) fowm 9% (punctuation marks)
(D) 3% & (quotation marks)
(v) 39 (e-mail) ¥ W “‘starred’” YIe€ i SATEAT fefaw |

(vi) &t raifed Aed (unwanted mails) T&a: & @Y (directly)

hieet § O & STt & |
6. fuww 6wt 7 & formel 5 o6 ST AT | 5x1=5
(i) Tt et (e-mail)ﬁ@ﬂ?ﬂﬁ? (attachment)ﬁ@%]%ﬂﬁﬂ'%ﬁ\@ﬁﬁﬁ
forer 3TTgRT (icon) =T ST feraT ST 2

(A)  TIFL ATEHRH (Stationery icon)
(B) U fererq 3mmgeR= (Paper clip icon)
(C) AN 31gh i (Emoji icon)

(D) GIF g (GIF icon)

(i) foregl S T Gi9ea™T & 919 SIdTsU |
(ili) FFLH H STITH HHHUT hl T HRU 1§ 2

(iv) T s g3 THEMEE® (malicious) HiS & ST FATEE HFIH
(client computer) Sl =T S&cT Hehal © AT THET Hehdl @ AT IS =T SHRIHA
el L THAT R |

(v) ag@wamw (Boot Sector Virus) FR?

(vi) ShFI L ST T qE qMH

=
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(111) E-commerce is the subset of

(iv) The syntax for phrase searching is to put around a specific
phrase.

(A)  full stop
(B)  exclamation mark
(C)  punctuation marks

(D) quotation marks
(v) Explain the term ‘starred’ used in e-mail.

(vi) All unwanted mails are automatically transferred directly to the
folder.

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

(i) Which of the following icon is used to add an attachment to an

e-mail ?
(A) Stationery icon (B)  Paper clip icon
(C)  Emoji icon (D)  GIF icon

(ii)) Name any two Antivirus software.
(iii) What is the main reason of virus infection in computers ?

(iv) is a hidden malicious code that could alter or delete the
information of client computer or perform any other unauthorized

function.
(v) What is a Boot Sector Virus ?

(vi) The other name for computer virus is
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UE-E
(Tore=raRes TR & 9) (30 i)

TSR 19T W 13T 70 5 991 8 @ fohal 8 & I AT | Ik I 1 I 20 — 30 sl 7
Fifsrg | 3x2=6

7. MY (motivation) FT 2 ? waﬁﬁwaﬁwﬁﬁn |

8. I YW TR hITTAT ohl G&T H IJod® hIfST ST G ! TIF, &9 | 3 g &7
T IS T AR Aeg A B |

9. eI (Spreadsheet) FT® ? ST AP & =N (steps) FT fetfaw |
10. Sfhar it foredi ar forsrwarsti =0t forfia |

11. ST TR il § Icq=T STATRTE ol HIAT hl s i o fafvrT alieh &R & 2

faw 7w 5 3991 4 @ fahee] 8 & I 20 — 30 Irssl (9AF) § o | 3x2=6
12. 3Tg-sciteh LT3 U (Semi-block style letter) FT 8 2 gHeh! &3 & farmyand foRaw |

13. T=faRaa dehdi i €98 T :

(i) Caps
(i) Stet
(iil) ;

(IV) /“ 77/

14. T A (Cell) 3R T Uferea AT (Active Cell) & sfi=r i faafia |
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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 each. 3x2=6

7. What is motivation ? Explain extrinsic motivation.

8. Briefly describe the effective communication skills that help us to

communicate the message clearly, concisely and correctly.
9. What is a spreadsheet ? Write the steps to enter data.
10. Write any two characteristics of Entrepreneurship.

11. What are the various ways to reduce the amount of waste produced in
plants and factories ?

Answer any 3 out of the given 5 questions in 20 — 30 words each. 3x2=6

12. What is a Semi-block style letter ? Write any two features of the same.

13. Explain the following signs :

(i) Caps
(i) Stet
(iii) ;

Gv) /<7

14. Differentiate between a Cell and an Active Cell.
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15. T S5 o WIS § a1 6 STH T ST 8 2

16. ATwEH (AutoSum) ! T ShIfTT | SATerem (AutoSum) FHETHE S ?

faw 77 3 J91 7 @ gl 2 3 IR FHIT | Iedah I3 1 IT 30 — 50 3781 4 G | 2x3=6
17. TR TR (Presentation) 3 @ieH % 98 (steps) faifa |
18. 3-Uc (e-mail) 3T TN 37 3HF B WY FHIWT |

19. & (relative) 3R U (absolute) T ANRIM (cell referencing) & e 3T
faRaw |

foT 7T 5 Iv1 4 G fahel 3 & 3T ST | Fedsh F9 T I 50 — 80 I7se] H 17T | 3x4=12
20. FHITERT 9 (DO letter) T 8 ? $EehT [oRINAT SIdTd §T ¥ HIFT |

21. Sifa=w %FGFIUOT (Biological Virus) 3R FFYI I (Computer Virus) % s A
fafae |

22. T IS ohl STTATIHAT T Bldl & ? TIE hHIfST |

23. THIA (Excel) ¥ T ffer=1 Tohm o =mdq @ § 2 w7 fifS |

24, HFI T o JHEMEEH THE 1 € ? Tl =) fogaAl i Seoi@ i gC Wy

i |
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15. How does one find information through a search engine ?

16. Define AutoSum. What are the functions of AutoSum ?

Answer any 2 out of the given 3 questions in 30 — 50 words each. 2x3=6
17. Write down the steps for opening an existing presentation.
18. Define e-mail and its advantages.

19. Differentiate between relative and absolute cell referencing.

Answer any 3 out of the given 5 questions in 50 — 80 words each. 3x4=12
20. What is Demi Official letter ? Explain with its features.

21. Differentiate between Biological Virus and Computer Virus.

22. Why is a search engine important ? Explain.

23. What are the different types of charts used in Excel ? Explain.

24, What are the harmful effects of Computer Virus ? Mention any four points.
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