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Series HEFG/C  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> 15 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 15 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. 

 

341  

* 
^ 



  

341 Page 2 of 15 

:  

(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> àH$ma Ho$ 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) TEAM H$m nyU© ê$n (full form) {b{IE & 

(ii) Omo AnZo Amg-nmg Ho$ bmoJm| go g§nH©$ ~ZmE aIZm ng§X H$aVm h¡ 
~mVyZr hmoVm h¡ & dh AmgmZr go XmoñV ~Zm gH$Vm h¡ Am¡a {H$gr ^r OZ-g_yh H$mo 
àgÞ H$a gH$Vm h¡, AmË_-{dídmgr hmoVm h¡ & nhMm{ZE {H$ `h {H$g àH$ma H$m 
ì`{º$Ëd h¡ & ~{h_w©Ir (Extrovert), AYra (Nervous) Am¡a gh_V 
(Agreeable)     
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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) Write the full form of TEAM. 

(ii) One who loves interacting with people around and is, generally 

talkative. He can easily make friends and make any gathering 
lively, is confident. Identify the type of personality. (Extrovert, 
Nervous and Agreeable)  



  

341 Page 4 of 15 

(iii) Excel Window Ho$ g~go D$na H$m band _________ hmoVm h¡ &  

(Quick Access tool bar/Ribbon)  

(iv) _________ animation Ho$ gmW àñVwVrH$aU (presentation) H$s ewéAmV H$mo 

àX{e©V H$aVm h¡ &   

(v) `{X {H$gr ì`{º$ _| nyU©VmdmX (perfectionism), ì`dñWm (order) Am¡a g\$mB© 

(neatness) H$s Vrd« ^mdZm hmo, Vmo _________ ì¶{º$Ëd {dH$ma h¡ & 

(_ZmoJ«{gV-~mÜ`Vm / na {Z ©̂aVm)  

(vi) Xmo àH$ma Ho$ CÚ{_`m| Ho$ Zm_ ~VmBE & 

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

(i) EH$ hr g§JR>Z Ho$ A§VJ©V {b{IV ê$n _| gyMZm Ho$ AmXmZ-àXmZ H$mo _________ 

H$hm OmVm h¡ &  

(ii) Indented style _| typist _________ E± goQ> _m{O©Z  

(set margin) go n¡amJ«m\$ H$s àË`oH$ bmBZ Q>mBn H$aVm h¡ & 

(iii) {OZ nÌm| H$mo C{MV formatting VH$ZrH$ Ho$ gmW {bIm OmZm Mm{hE Am¡a BZHo$ 

{bE A{YH$mar Ho$ nX Am¡a à{Vð>m H$s {deof gmdYmZr H$s µOê$aV hmoVr h¡, BgH$m 

Zm_ ~VmBE &  

(iv) AmO Ho$ ì`dgm` H$s AmË_m _________ h¡ &  

(v) Complimentary Close H$m CXmhaU Xr{OE & 

(vi) XñVmdoµO Ho$ _________ _| g§emoYZ H$aZo Ho$ {bE signs Am¡a symbols àXmZ 

{H$E JE h¢ &  

(vii) `h Downward Communication h¡ Am¡a Amd{YH$ ê$n go (g_`-g_` na) 

Omar {H$`m OmVm h¡ & 
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(iii) The band at top of the Excel Window is _________.  

(Quick Access tool bar / Ribbon)  

(iv) ____________ displays the presentation from the beginning with 

animation.  

(v) If a person has a strong sense of perfectionism, order and neatness, 

the personality disorder is ___________.  

(Obsessive-compulsive / Dependent) 

(vi) Name two types of Entrepreneurs.   

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

(i) The exchange of information within the same organization, in 

written format is known as _________.  

(ii) In indented style, the typist types each line of the paragraph from 

the left set margin, except the _________ line.  

(iii) Name the letters which should be written with proper formatting 

techniques and demand special care of dignity and designation of 

the officer.  

(iv)  

(v) Give an example of Complimentary Close. 

(vi) Signs or symbols to make the correction are provided in the 

_________ of the document.  

(vii) It is Downward Communication and issued periodically.  
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3. {XE JE 7 àíZm| _| go {H$Ýht 6 àíZm| Ho$ CÎma Xr{OE &  6 1=6 

(i) Data series _| Hw$b _yë` (Total value) Ho$ àË òH$ Value Ho$ Proportion H$mo 

MmQ>© àX{e©V H$aVo h¢ & Bg MmQ>© H$m Zm_ ~VmBE & 

(ii) AutoFit feature Ho$ Ûmam row _________ Am¡a column _________ H$mo 

adjust {H$`m Om gH$Vm h¡ &  

(iii) Data H$mo hQ>mE {~Zm {H$gr row `m column _| Adm§{N>V n[adV©Zm| H$mo amoH$Zo Ho$ 

?  

(iv) O~ Excel Worksheet Iwbr hmoVr h¡, Vmo _________ Cell nhbo hr Mmby 

(Active) hmo OmVm h¡ &  

(v) {ZåZ{b{IV Comparison Operators H$m ñnï>rH$aU {b{IE : 

(a) <= 

(b) <> 

(vi) Cell _| Formula Q>mBn H$aZo Ho$ ~mX, Enter Key X~mZo na, Cell _| Ho$db 

__________ {XImB© XoVm h¡ &    

(vii) Normal View H$m EH$ Working area, outline tab h¡, Omo _________ 

Zm_H$ N>moQ>r Vñdram| (images) H$mo {XImVm h¡ & 

4. {XE JE 6 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 

(i) _________ Ho$ Ûmam transition slide H$s J{V (speed) H$mo {Z §̀{ÌV {H$`m Om 

gH$Vm h¡ Am¡a slide _| (sound) AmdmO Xr Om gH$Vr h¡ & 

(ii) PowerPoint H$mo ~§X H$aZo Ho$ {bE shortcut key ~VmBE & 
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3. Answer any 6 out of the given 7 questions.  6 1=6 

(i) Charts show the proportion of each value to the total value in a data 

series. Identify the chart name.  

(ii) Through AutoFit feature row _________ and column _________ can 

be adjusted.  

(iii) What will you do to prevent unwanted changes in a row or column 

without removing the data ?  

(iv) When an Excel Worksheet is open, cell _________ is already active.  

(v) Write the explanation of the following Comparison Operators.  

(a) <= 

(b) <>  

(vi) After typing the formula in the cell, when the enter key is pressed, 

only _________ is displayed in the cell.  

(vii) One of the working areas of Normal View is Outline tab which 

displays small images called _________.  

 

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

(i) By _________ one can control the speed of transition slide and add 

sound in the slide.  

(ii) Write the shortcut key to close PowerPoint.  
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(iii) {ZåZ{b{IV _| go H$m¡Z-gm section slide layout _|   hmoVm ? 

(a) Animation  

(b) Chart  

(c) Lists  

(d) Titles  

(iv) g^r slides H$mo EH$mEH$ XoIZo Ho$ {bE {ZåZ{b{IV _| go {H$gH$m à`moJ {H$`m 

OmVm h¡ ? 

(a) Slide Sorter view  

(b) Slide view  

(c) Normal view  

(d) Outline view  

(v) kmnZ (memorandum) H$mo {ZåZ{b{IV Ho$ {bE {b{IV g§àofU H$m EH$ g§{jßV 

ê$n _mZm OmVm h¡ : 

(a) Am§V[aH$ Cn`moJ (internal use) 

(b) ~mø Cn`moJ (external use) 

(c) Am¡nMm[aH$ Cn`moJ (formal use) 

(d) H$mZyZr Cn`moJ (legal use) 

(vi) _________ {H$gr {d{eï> website H$m EH$ unique address hmoVm h¡ & 

 

5. {XE JE 6 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &   5 1=5 

(i) ISP H$m full form {b{IE &  

(ii) B§Q>aZoQ> g§nyU© {díd _| bmIm| _________  
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(iii) Which of the following section does not exist in a slide layout ?  

(a) Animation  

(b) Chart 

(c) Lists 

(d) Titles  

 

(iv) Which of the following is used to see all slides at once ?  

(a) Slide Sorter view  

(b) Slide view  

(c) Normal view  

(d) Outline view  

 

(v) A memorandum (memo) is considered a brief form of written 
communication for : 

(a) Internal use  

(b) External use 

(c) Formal use  

(d) Legal use  

 

(vi) The _________ is a unique address of a particular website.  

 

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

 

(i) Write the full form of ISP. 

 

(ii) Internet connects millions of _________ all over the world. 
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(iii) {Z{H$Vm AnZo H$åß ỳQ>a _| AnZo XmoñVm| Ho$ E-mail addresses ñQ>moa H$aZm MmhVr 

h¡ & Cgo Outlook _| {ZåZ{b{IV _| go {H$Z features H$m Cn`moJ H$aZm Mm{hE ?  

(a) Tasks 

(b) Appointments  

(c) Contacts  

(iv) g^r E-mail addresses H$s nhMmZ _________ sign go H$s OmVr h¡ & 

(v) Gmail EH$ _________ product h¡ & (EH$ H$mo Mw{ZE)  

(a) Microsoft 

(b) Google  

(c) Yahoo  

(vi) E-mail H$mo H$b_, H$mJµO `m OZe{º$ (manpower) O¡gr _________ gm_{J«`m| 

H$s Amdí`H$Vm Zht hmoVr & (Physical/Non-physical) (^m¡{VH$ / J¡a-^m¡{VH$)  

 

6. {XE JE 6 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 

(i) g^r hQ>mB© JB© mails H$mo _________ \$moëS>a _| aIm OmVm h¡ &  

(Trash folder/Chat folder) 

(ii) O¡go EH$ ì`{º$ go Xÿgao ì`{º$ _| _________ dm`ag (amoJmUw) \¡$bVm h¡ Cgr Vah 

Computer virus ^r EH$ H$åß`yQ>a go Xÿgao H$åß`yQ>a _| bVm h¡ & 

(O¡{dH$ (Biological)/Boot sector) 



  

341 Page 11 of 15 P.T.O.   

(iii) Nikita wants to store the E-mail addresses of her friends in her 
computer. Which of the following features in Outlook should she   
use ?  

(a) Tasks 

(b) Appointments  

(c) Contacts  

(iv) All E-mail addresses are recognized by _________ sign.  

(v) Gmail is a _________ product. (Select one) 

(a) Microsoft  

(b) Google  

(c) Yahoo  

(vi) E-mail does not require _________ components like pen, paper or 

manpower. (Physical/Non-physical).  

 

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

(i) All deleted mails are placed in the _________ folder.  

(Trash folder/Chat folder). 

(ii) A computer virus will pass from one computer to another  

computer, like _________ virus passes from person-to-person. 

(Biological/Boot sector) 
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(iii) E-banking _________ dm`ag H$m CXmhaU h¡ &   

(iv) `h EH$ H$åß ỳQ>a gm°âQ>dò a h¡ {OgH$m à`moJ H$åß ỳQ>a dm`ag H$m nVm bJmZo Am¡a 

Cgo hQ>mZo Ho$ {bE {H$`m OmVm h¡ : 

(a) Antivirus 

(b) Computer virus  

(c) Worms  

(v) © Am¡a g§H«${_V (infected) _________ Ho$ Ûmam dm`ag ~hþV VoOr Ho$ gmW 
\¡$bVm h¡ & 

(a) _pñVîH$ 

(b) noZ S>́mBd 

(c) H$s~moS>© 

(d) _mCg 

(vi) ~mµOma _| CnbãY Xmo Am°naoqQ>J {gñQ>åg Ho$ Zm_ ~VmBE &   

 

IÊS> I $ 
({df`naH$ àH$ma Ho$ àíZ)  (30 A§H$) 

 

5 3 

20  30   3 2=6 

7. gH$mamË_H$ A{^d¥{Îm ~ZmE aIZo Ho$ {H$Ýht Xmo VarH$m| H$mo {b{IE & 

8. Am§V[aH$ A{^àoaU (motivation) Am¡a ~mø A{^àoaU Ho$ ~rM A§Va ~VmBE &  

9. Excel _|, Drag-Am¡a-Drop nÕ{V VWm Freeze Panes H$mo ñnï> H$s{OE &  

10. gmnoj (Relative) Am¡a {Zanoj (Absolute) Referencing H$m g§jon _| dU©Z H$s{OE & 

11. {d{^Þ àH$ma Ho$ CÚ_H$Îmm©Am| Ho$ Zm_ ~VmBE & 
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(iii) E-banking is the example of _________ virus.  

(iv) It is a computer software used to identify and remove computer 
virus : 

(a) Antivirus 

(b) Computer virus 

(c) Worms  

 

(v) Virus spreads very fast through networks and infected _________.  

(a) Mind  

(b) Pen drive  

(c) Keyboard  

(d) Mouse  

 

(vi) Name two Operating Systems available in the market.  

 

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. Write any two ways to maintain Positive attitude.  

8. Differentiate between Internal Motivation and External Motivation.  

9. Explain Drag-and-Drop method and Freeze Panes in Excel.  

10. Briefly describe Relative and Absolute Referencing.  

11. Name different types of Entrepreneurs.  
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5 3 20  30   3 2=6 

12. H$m`m©b` nÌmMma Ho$ VrZ VarH$m| H$mo ~VmBE & 

13. {ZåZ{b{IV Manuscript signs H$m AW© ~VmBE &  

  //,  Z,  SP  

14. dH©$~wH$ Am¡a dH©$erQ> Ho$ ~rM A§Va ñnï> H$s{OE &  

15. àñVwVrH$aU (Presentation) H¡$go V¡`ma {H$`m OmVm h¡ ?  

16. Search Engine ? 

3 2 30  50   2 3=6 

17. Excel _| Autofill H$s {deofVmAm| H$mo n[a^m{fV H$s{OE &  

18. àñVwVrH$aU Am¡a ñbmBS>> Ho$ ~rM AÝVa ~VmBE &   

19. E-mail  

5 3 50  80   3 4=12 

20. ì`mdgm{`H$ nÌ (Business Letter) Am¡a H$m`m©b`r nÌ (Official Letter) 
A§Va h¡ ?  

21. Excel _| Formula Ho$ concept H$mo ñnï> H$s{OE & 

22.  PowerPoint Presentation Mmby H$aZo Ho$ MaUm| (steps) Ho$ ~mao _| {b{IE & 

23. dh Mma VarHo$ ~VmBE {OZ_| E-Commerce H$mo loUr~Õ {H$`m Om gHo$ &  

24. H$åß ỳQ>a _| virus Ho$ attack H$s g§^mdZm H$mo Amn H¡$go H$_ H$a gH$Vo h¢ ? 
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Answer any 3 out of the given 5 questions in 20  30 words each.  3 2=6 

12. Write three styles of Office Correspondence.  

13. Write the meaning of the following Manuscript signs.  

 //,   Z,  SP  

14. Illustrate the difference between Workbook and Worksheet.  

15. How is a Presentation prepared ?  

16. What do you understand by Search Engine ? 

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

17. Define the features of Autofill in Excel.  

18. Write the difference between Presentation and Slide.  

19. Mention any three importances of E-mail.  

 

Answer any 3 out of the given 5 questions in 50  80 words each.  3 4=12 

20. What is the difference between Business Letter and Official Letter ? 

21. Explain the concept of Formula in Excel.  

22. Write the steps to start a PowerPoint Presentation.  

23. Write four ways in which E-commerce can be categorized.  

24. How can you reduce the possibility of virus attack in a computer ?  

 


