
 

3637          P. T. O. 

CLASS : 12th (Sr. Secondary)          Code No. 3637 
Series : SS-M/2018 
Roll No. 

IT & ITES 

National Skills Qualification Framework (NSQF) 

Level – 4 

[ Hindi and English Medium ] 

(Only for Fresh/Re-appear Candidates) 

Time allowed : 2.30 hours ]  [ Maximum Marks : 60 

• d`i;k tk¡p dj ysa fd bl iz'u-i= esa eqfnzr iz'u 35 gSaA  

Please make sure that the printed question paper are contains 35 

questions. 

• iz'u-i= esa nkfgus gkFk dh vksj fn;s x;s dksM uEcj dksM uEcj dksM uEcj dksM uEcj dks Nk= mÙkj-iqfLrdk ds eq[;-i`"B ij fy[ksaA 

The Code No. on the right side of the question paper should be written by 

the candidate on the front page of the answer-book. 

• d`i;k iz'u dk mÙkj fy[kuk 'kq: djus ls igys] iz'u dk Øekad vo'; fy[ksaA 

Before beginning to answer a question, its Serial Number must be written. 

• mÙkj-iqfLrdk ds chp esa [kkyh iUuk / iUus u NksMsa+A 

Don't leave blank page/pages in your answer-book. 

• mÙkj-iqfLrdk ds vfrfjDr dksbZ vU; 'khV ugha feysxhA vr% vko';drkuqlkj gh fy[ksa vkSj fy[kk 
mÙkj u dkVsaA 

Except answer-book, no extra sheet will be given. Write to the point and do 

not strike the written answer. 
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• ijh{kkFkhZ viuk jksy ua0 iz'u-i= ij vo'; fy[ksaA 

Candidates must write their Roll Number on the question paper. 

• d`i;k iz'uksa ds mÙkj nsus lss iwoZ ;g lqfuf'pr dj ysa fd iz'u-i= iw.kZ o lgh gS] ijh{kk ds ijh{kk ds ijh{kk ds ijh{kk ds 
mijkUr bl lEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAmijkUr bl lEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAmijkUr bl lEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAmijkUr bl lEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkA 

 Before answering the questions, ensure that you have been supplied the 

correct and complete question paper, no claim in this regard, will be 

entertained after examination. 

uksV %uksV %uksV %uksV %    (i) iz'u Øekad 1 ls 3 esa ls dksbZ nksnksnksnks iz'u djsaA 'ks"k lHkh iz'u vfuok;Z gSaA'ks"k lHkh iz'u vfuok;Z gSaA'ks"k lHkh iz'u vfuok;Z gSaA'ks"k lHkh iz'u vfuok;Z gSaA 

  Attempt any two questions from Question Numbers 1 to 3. Rest are 

compulsory. 

 (ii) izR;sd iz'u ds vad mlds lkeus fn;s x;s gSaA  
  Marks are indicated against each question.  

 (iii) iz'uksa ds mÙkj muds vadkuqlkj nsaA 
  Answer the questions according to their marks. 

  1. LykbM 'kks ds vius vki ckj&ckj pyus ds pj.k fy[ksaA 6 

 Write steps to set up slide show to repeat automatically. 

  2. LizsM'khV esa fdlh u, MkD;wesaV ij gkbijfyad cukus ds pj.k fy[ksaA  6 

 Write steps to create a hyperlink to a new document in spreadsheet. 

  3. ,d osc ist esa okWVjekdZ Mkyus ds pj.k fy[ksaA 6 

 Write steps to insert a watermark to a web page. 
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  4. bZ&esy flXuspj cukus ds pj.k fy[ksaA 3 

 Write steps to create e-mail signatures. 

  5. dLVe ,fues'ku Mk;ykWx ckWDl ds fofHkUu VSc dk o.kZu djsaA 3 

 Explain various tabs in custom animation dialog box. 

  6. fioksV Vscy ls pkVZ cukus ds pj.k fy[ksaA 3 

 Write steps to create a chart from pivot table. 

  7. fdlh vU; VsEIysV ls VsEIysV cukus ds pj.k fy[ksaA 3 

 Write steps to create a template from another template. 

  8. esy etZ ds vo;o D;k gSa \ 2 

 What are the components of mail merge ?  

  9. yscy cukus dh vko';drk D;k gS \ 2 

 What is the need of creating labels ?  

10. DykbaV loZj ekWMy D;k gS \ 2 

 What is client server model ? 

11. fLuisV~l D;k gSa \ 2 

 What are snippets ?  
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12. HTML ,fMVj ds ykHk D;k gSa \ 2 

 What are the advantages of HTML editors ? 

13. bZ&esy esa flD;ksfjVh dh vko';drk D;k gS \ 2 

 What is the need of security in an e-mail ? 

14. LVs'kujh dh ifjHkk"kk nsaA 2 

 Define stationery. 

15. LizsM'khV esa Lykblj D;k gSa \ 2 

 What are slicers in spreadsheet ? 

[    oLrqfu"B iz'uoLrqfu"B iz'uoLrqfu"B iz'uoLrqfu"B iz'u    ]    

[ Objective Type Questions ] 

16. SEO dk iw.kZ :i ……………. gSA  1 

 Full form of SEO is ……………. .  

17. ASP dk mi;ksx ……………. osclkbV cukus ds fy,      gksrk gSA 1 

 ASP is used for creating ……………. websites.  

18. Adobe Mªheohoj ……………. Vwy gSA  1 

 Adobe dreamweaver is an ……………. tool.  
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19. PHP dk iw.kZ :i ……………. gSA  1 

 Full form of PHP is ……………. .  

20. ……………. dSys.Mj lkW¶Vos;j QkWesZV ekbØkslkW¶V vkmVyqd ds lkFk dk;Z djus esa lgk;d 

gSA 1 

 ……………. calendar software format is supported for use with Microsoft 

Outlook. 

21. ……………. 'kkVZdV ^dh* dk mi;ksx isztsUVs'ku ds le; dkyh LØhu fn[kkus ds fy, gksrk 

gSA 1 

 ……………. shortcut 'key' is used to show black screen during 

presentation. 

22. oMZ izkslslj esa ,Uoyi vkWI'ku ……………. esU;w esa gksrh gSA 1 

 In word processor, envelope option is present in ……………. menu.  

23. eSØks cukus dh fØ;k dks ……………. dgrs gSaA 1 

 The process of creating macro is called …………. . 

24. isLV Lis'ky Mk;ykWx ckWDl dks 'kq: djus dh 'kkVZdV ^dh* ……………. gSA 1 

 Shortcut 'key' to launch paste special dialog box        is ……………. .  
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25. ……………. LizsM'khV dks dkWih] fizaV ;k QkoZMZ gksus ls cpkrk gSA  1 

 ……………. restrict spreadsheet from being copied, printed or 

forwarded.  

[ Functional English ] 

Note : Fill in the blanks from the options given.  

26. I would like to ……………. you for a grant of leave.  (beg, request)  1 

27. I hope this record helps you to view my          case ……………. . 

 (happily, favorably)  1 

28. ……………. I help you ?  (Might, May)  1 

29. Science has ……………. over the years. 

   (proved, improved)  1 

30. Place the customer contact details ……………. the "customer info" label. 

 (in, under)  1 

31. The new micro-computer is very ……………. . 

(little, small)  1 

32. Remove the deleted items ……………. the recycle bin.   (in, from)  

1 

33. Place the manual …………… the table.(on, above) 1 
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34. Make sure the customers ……………. are served too.  (outside, 

over)  1 

35. Working as a team helps ……………. do our work faster and better.

 (us, we)  1 

s 
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