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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. 

  H$moS> Z§.      

 Code No. 

amob Z§. 
Roll No. 

 

 

 

 ZmoQ>  NOTE 

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

(I) Please check that this question 

paper contains 7 printed pages. 

(II) 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| & 

(II) 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. 

(III) H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _|  
>5 àíZ h¢ & 

(III) Please check that this question 

paper contains 5 questions. 

(IV) H¥$n`m àíZ H$m CÎma {bIZm ewê$ H$aZo go 
nhbo, CÎma-nwpñVH$m _| àíZ H$m H«$_m§H$ 
Adí` {bI| & 

(IV) Please write down the Serial 

Number of the question in the 

answer-book before attempting it. 

(V) 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 & 

(V) 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. 

 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  
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gm_mÝ` {ZX}e : 

(i) g^r àíZ A{Zdm`© h¢ & 

(ii) àíZ-nÌ _| 5 àíZ h¢ & 

(iii) àíZ g§. 1 _| 3 ^mJ h¢, àíZ g§. 2 _| 5 ^mJ h¢ Am¡a àíZ g§. 3, 4 d 5 _| 2-2 ^mJ h¢ & 

(iv) H$moB© ^r ì`mnH$ {dH$ën Zht h¡ & VWm{n 2 A§H$m| Ho$ EH$ àíZ _§o, 3 A§H$m| Ho$ EH$ àíZ _§o 
Am¡a 4 A§H$m| Ho$ EH$ àíZ _§o Am§V[aH$ {dH$ën àXmZ {H$E JE h¢ & AmnH$mo Bg Vah Ho$ g^r 
àíZm| _| {g\©$ EH$ {dH$ën H$m hr CÎma XoZm h¡ & 

1. (a) H§$ß`yQ>a ZoQ>dH©$ na ŠbmB§Q> Am¡a gd©a Ho$ ~rM H§$ß`yQ>a \$mBbm| Ho$ hñVm§VaU Ho$ {bE 
{H$g àmoQ>moH$m°b H$m Cn`moJ {H$`m OmVm h¡ ? 1 

(b) AZwîH$m Zo AnZo nmR>çH«$_ Ho$ ^mJ Ho$ ê$n _| {b~«rAm°{\$g H$m Cn`moJ H$aVo hþE 
EH$ XñVmdoµO ~Zm`m h¡ & dh AnZr Q>r_ Ho$ gXñ`m| Ho$ gmW gh`moJ H$aZm MmhVr  
h¡ & dh Š`m Cn`moJ H$a gH$Vr h¡ ? g§nH©$ (g§dmX) Ho$ {bE Cgo EH$ VarH$m gwPmBE 
Am¡a gwPmE JE VarHo$ H$m H$moB© ^r EH$ bm^ {b{IE & 2 

(c) Aì ẁº$ Zo 15 df© H$s Am`w àmá H$a br h¡ Am¡a Bg{bE dh EH$ B©-_ob AmB©.S>r. 
~ZmZm MmhVm h¡ & {H$Ýht ^r VrZ {~ÝXþAm| H$m gwPmd Xr{OE Omo Cgo B§Q>aZoQ> H$m 
Cn`moJ H$aVo g_` Ü`mZ _| aIZo Mm{hE &  3 

AWdm 

 Am°ZbmBZ boZXoZ H$aVo g_` AmnH$mo Omo H$moB© ^r VrZ gmdYm{Z`m± ~aVZr Mm{hE±, 
CÝh| {b{IE &  3  

2. (a) {H$gr ^r EH$ pñW{V H$mo {b{IE Ohm± Amn ~wboQ>oS> gyMr na H«$_m§{H$V gyMr ng§X 
H$a|Jo & 1 

(b) EH$ \$mBb H$mo nr.S>r.E\$. \$m°_}Q> _o| god H$aZo Ho$ {bE MaU {b{IE & 2 

(c) dS>© àmogoga _| {ZåZ{b{IV {bIZo Ho$ {bE MaU {b{IE : H2O 2 

(d) noO gmBµO A4, A3 go H¡$go AbJ h¡ ? 2 

(e) EH$ CXmhaU H$s _XX go ~VmBE {H$ hoS>a, \w$Q>a go H¡$go {^Þ h¡ & 2 

AWdm 

 EH$ CXmhaU H$s _XX go ~VmBE {H$ n¡amJ«m\$ ñnoqgJ, bmBZ ñnoqgJ go H¡$go {^Þ  
h¡ & 2 
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General Instructions : 

(i) All questions are compulsory. 

(ii) The question paper consists of 5 questions. 

(iii) Question number 1 contains 3 parts, question number 2 contains 5 parts 

and questions number 3, 4 and 5 contain 2 parts each. 

(iv) There is no overall choice. However, internal choices have been provided in 

one question of 2 marks, one question of 3 marks and one question of  

4 marks. You have to attempt only one of the alternatives in all such 

questions. 

1.  (a) Which protocol is used for the transfer of computer files between a 

client and server on a computer network ? 1 

(b) Anushka has created a document using LibreOffice as part of her 

course. She wants to collaborate with her team members. What 

can she use ? Suggest a way for her to communicate and write any 

one advantage of the suggested method. 2 

(c) Avyukt has attained the age of 15 and thus wants to create an 

email id. Suggest any three points that he should take care of, 

while using the Internet. 3 

OR 

 Write any three precautions that you should take while making 

Online transactions. 3 

2.  (a) Write any one situation where you would prefer numbered list over 

bulleted list.  1 

(b) Write the steps to save a file in PDF format. 2 

(c) Write the steps to type the following in a word processor : H2O 2 

(d) How is the page size A4 different from A3 ?  2 

(e) Explain how the header is different from the footer, with the help 

of an example. 2 

OR 

 Explain with the help of an example, how paragraph spacing is 

different from line spacing. 2  
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3. (a) {ZåZ àH$ma Ho$ MmQ>© H$mo nhMm{ZE Am¡a Zm_ Xr{OE : 1 

 

(b) Aea\$ Zo {Xdmbr _obm Ho$ Xm¡amZ, ñàoS>erQ> _| ~oMr JB© BH$mB`m± Am¡a àË`oH$ BH$mB© 
H$m _yë` {ZåZ{b{IV ê$n go {Z{dîQ> H$aZo H$m {ZU©` {b`m : 

 A B C D 

1 Item Unit Price/Unit Amount 

2 Floating Candle 85 25  

3 Diya 65 10  

4 Fragrant Candle 132 45  

5 Gel Candles 78 60  

6   Grand Total  

7 Average Amount    

8 Maximum Amount    

 {ZåZ{b{IV kmV H$aZo Ho$ {bE \§$ŠeZ/\$m°_y©bm {b{IE : 4 
(i) gob D2 go D5 _| ‘‘Amount’’ = ‘‘Unit’’ * ‘‘Price/Unit’’ {ZH$mbZo Ho$ {bE   
(ii) gob D6 _| Grand Total {ZH$mbZo Ho$ {bE 
(iii) gob B7 _| Average Amount {ZH$mbZo Ho$ {bE 
(iv) gob B8 _| Maximum Amount {ZH$mbZo Ho$ {bE 
ZmoQ> : H$m°b_ Ho$ Zm_ ‘‘ ’’ _§o {bIo JE h¢ O¡go ‘‘Amount’’  

 AWdm 
 ñàoS>erQ> _| MmQ>m] na g§{já {Q>ßnUr {b{IE & 4 
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3.  (a) Identify and name the following types of charts :  1 

  

(b) During Diwali Mela, Ashraf decided to enter the units sold and 

price of each unit in a spreadsheet as shown below : 

 A B C D 

1 Item Unit Price/Unit Amount 

2 Floating Candle 85 25  

3 Diya 65 10  

4 Fragrant Candle 132 45  

5 Gel Candles 78 60  

6   Grand Total  

7 Average Amount    

8 Maximum Amount    

 Write functions/formulas to find the following : 4 

(i) Display ‘‘Amount’’ = ‘‘Unit’’ * ‘‘Price/Unit’’ for all the items in 

cells D2 to D5 

(ii) Display Grand Total in cell D6 

(iii) Display Average Amount in cell B7 

(iv) Display Maximum Amount in cell B8  

Note : Column names have been enclosed in ‘‘ ’’ such as ‘‘Amount’’  

OR 

 Write a short note on charts in a spreadsheet. 4  
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4. (a) Qy>b H$m Zm_ nhMm{ZE Am¡a {b{IE & 2 

 

 

(i)

  

(ii)

  
 

 

(b) EH$ {díd{dÚmb` _| àdoe Ho$ {bE EH$ Am°ZbmBZ AmdoXZ nÌ H$mo nyam H$aZo Ho$ 
{bE, JwaOmoV H$mo AnZr Vñdra Am¡a AnZo hñVmja H$s Vñdra H$mo 725  358 
{nŠgb Ho$ AmH$ma _| ~XbZm n‹S>m & dh GIMP grI ahr h¡ Am¡a Bg{bE CgZo 
BgH$m à`moJ AnZr Vñdra Am¡a hñVmja H$m AmH$ma ~XbZo Ho$ {bE \¡$gbm {H$`m 
h¡ & 

{ZåZ{b{IV àíZm| Ho$ CÎma Xr{OE :  

(i) Cgo AnZo B_oO (N>{d) H$mo AmH$ma XoZo Ho$ {bE GIMP Ho$ {H$g Qy>b H$m 
Cn`moJ H$aZm Mm{hE ? 

(ii) B_oO (N>{d) H$mo AmH$ma XoZo dmbo Qy>b Ho$ g§~§Y _§o AZwgaU {H$E OmZo dmbo 
MaUm| H$mo {b{IE Omo B_oO (N>{d) H$mo AmH$ma XoVo h¢ Am¡a gdm}Îm_ JwUdÎmm 
gw{ZpíMV H$aVo h¢ & 

(iii) Ho$db Mm¡‹S>mB © àXmZ H$aHo$ h_ H¡$go AmH$ma n[adV©Z H$a gH$Vo h¢ ? 4 

5. (a) ~wH$_mH©$ H$mo n[a^m{fV H$s{OE & 1 

(b) S>m°Š`y_|Q²>g Ho$ dµO©qZJ (XñVmdoµOm| Ho$ g§ñH$aU) Ho$ {bE H$moB© ^r VrZ H$maU  
{b{IE & 3 
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4.  (a) Identify and write the name of the tool. 2 

 

 

(i)

  

(ii)

  
 

(b) In order to complete an online application form for admission to a 

University, Gurjot had to resize her picture and the picture of her 

signature to 725  358 px (pixel). She has been learning GIMP and 

hence decided to use it to resize her picture and the picture of her 

signature. 

Answer the following questions : 

(i) Which tool of GIMP should she use to resize her image ? 

(ii) Write steps to be followed with respect to the tool identified 

to resize the image and ensure best quality. 

(iii) How can we achieve resizing by just providing width ?  4 

5.  (a) Define Bookmark. 1 

(b) Write any three reasons of versioning documents.  3 
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