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General Instructions : 

 1. Candidate must write his/her Roll Number on the first page of the Question Paper. 

 2. Please check the Question Paper to verify that the total pages and total number of questions 
contained in the Question Paper are the same as those printed on the top of the first page. Also 
check to see that the questions are in sequential order. 

 3. For the objective type of questions, you have to choose any one of the four alternatives given in 
the question i.e. (A), (B), (C) or (D) and indicate your correct answer in the Answer-Book given 
to you.  

 4. All the questions including objective-type questions are to be answered within the allotted time 
and no separate time limit is fixed for answering objective type questions.  

 5. Making any identification mark in the Answer-Book or writing Roll Number anywhere other 
than the specified places will lead to disqualification of the candidate. 

 6. Write your Question Paper Code No. 64/OS/2, Set  A  on the Answer-Book. 

 7. (a) The Question Paper is in English/Hindi medium only. However, if you wish, you can 
answer in any one of the languages listed below : 

   English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi, 
Odia, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit and Sindhi. 

   You are required to indicate the language you have chosen to answer in the box provided in 
the Answer-Book. 

  (b) If you choose to write the answer in the language other than Hindi and English, the 
responsibility for any errors/mistakes in understanding the question will be yours only. 
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   

 1.  -          

 2.  -     -              
                    

 3.       (A), (B), (C)  (D)           
-       

 4.    -                
        

 5. -  -            
      

 6.  -  -    64/OS/2,   A    

 7. () -   /      ,             
    

   , , , , , , , ,  , , , , 
, , , , ,     

    -                 

  ()                     
 /       
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DATA ENTRY OPERATIONS  

(  ) 

(229) 
 
Time : 2 Hours ] [ Maximum Marks : 40 

  2  ] [     40 
 

Instructions : 

 (i)  All questions are compulsory. 
 (ii) Marks are indicated against each question. 
 

  

 (i)        

 (ii)           
 

 

1. Match the following and write your answers in the answer-book :  ½ 6 = 3  

            A                        B 

(a) Open Office.org Writer (i) Automatically extends cell formatting  

(b) My Documents (ii) Small image of each slide  

(c) Support Tab (iii) Processing of all computer operations  

(d) List Autofill (iv) Word Processing Software  

(e) Slide sorter view (v) Displays a list of documents used by the 

current user 

(f) Control Unit (vi) To get online help 

        -   : 

          A                    B 

(a)  .org   (i)            

(b)    (ii)       

(c)    (iii)       

(d)   (iv)     

(e)    (v)          

    

(f)   (vi)      
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2.  Write in your answer-book, True/False for the following statements :  ½  6 = 3 

 (a) The program written by the programmer in high level language is called object 

program.  

 (b) ‘Utilities’ is an example for system software. 

 (c) The indexing service provided by the search maintains an index of all files on 

your computer. 

 (d) Windows does not allow you to add new hardware component.  

 (e) In Excel worksheet, columns are designated by numbers.  

 (f) We can save a presentation as a webpage.  

      -  /  : 

 (a)      (  )       

    

 (b)      ‘’    

 (c)                 

     

 (d)               

 (e)   ,           

 (f)                 

 

3. Define the following :    1  4 = 4 

 (a) COBOL 

 (b) Windows Explorer 

 (c) Elements of formula in Excel Spreadsheet  

 (d) Title Slide  

     :  

 (a)  (COBOL) 

 (b)    

 (c)       

 (d)   
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4. Write short notes on the following :    2  4 = 8 

 (a) Optical scanner  

 (b) Rename an existing folder 

 (c) Options available in font dialog box  

 (d) Hiding slides in PowerPoint 

      : 

 (a)    

 (b)         

 (c)        

 (d)       

 

5. Differentiate between the following :    2  2 = 4 

 (a) Main Document and Data Source in Mailmerge.  

 (b) Find and Find  Replace in Spreadsheet.  

       : 

 (a)         

 (b)         

 

6. Answer the following questions :    2  5 = 10 

 (a) Write the steps to Autofit rows in Spreadsheet.  

 (b) Write the steps to highlight text in Microsoft Word.  

 (c) Write the steps to create numbered list in Microsoft Word. 

 (d) Write the steps to rename a Worksheet in Excel Spreadsheet.  

 (e) Write any two ways by which you will be able to move between slides.  

      : 

 (a)   ()         

 (b)            

 (c)            

 (d)             

 (e)                
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7. Answer the following :    2  2 = 4 

 (a) Write the key combinations which you will press to do the following actions in 

a Word document :  

  (i) To make the text italic 

  (ii) To get the help menu 

  (iii) To go to the end of the line  

  (iv) To open a file  

 (b) A paragraph containing text in Microsoft Word is written in Arial font and 

aligned as center alignment. Write the steps to make the text in Times New 
Roman and justified.  

     :  

 (a)             (Key)     
 ?  

  (i)     

  (ii)       

  (iii)      

  (iv)     

 (b)                  
                   

 

8. Answer the following :  2  2 = 4 

 (a) The following table shows the marks scored by a student in 5 subjects (English, 

Hindi, Science, Maths and SST). Write the steps for creating a line chart with 
the below given data to understand his performance in visual form.  

  The chart should have Title as “Performance Analysis”. 

  X axis should show “Subject”. 

  Y axis should show “Score”.   

Subjects Marks 

English  55 

Hindi 65 

Science  85 

Maths  60 

SST 92 
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 (b) The following table shows the rainfall recorded in five states during Oct. 2020. 

Based on this data write function or formulas to find the following :    

 A B 

1 States  Rainfall 

(in mm) 

2 Maharashtra  750 

3 Tamil Nadu  525 

4 Kerala 800 

5 Punjab 400 

6 Delhi 500 

7 Total   

8 Highest  

9 Average   

10 Minimum   

  (i) Total rainfall of all 5 states in cell B7.  

  (ii) Maximum rainfall in cell B8. 

  (iii) Average rainfall in cell B9.  

  (iv) Minimum rainfall in cell B10.  

     : 

 (a)         (, , ,        

         ,          

          

     “ ”     

  X    “”  Y   “”       

  

 55 

 65 

 85 

 60 

    92 



64/OS/2/229-A 8  
 

 (b)     2020               

                   :    

     A B 

1      

( ) 

2  750 

3  525 

4   800 

5   400 

6  500 

7    

8    

9    

10   

  (i)  B7          

  (ii)  B8       

  (iii)  B9         

  (iv)  B10       

__________ 

64/OS/2/229-A 



64/OS/2/223-A 1  [Contd...
 

This Question Paper consists of 8 questions and 8 printed pages. 

 -  8   8     
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           DATA ENTRY OPERATIONS  

(  ) 

                  (229) 
 

Day and Date of Examination ……………………………………………………………… 

(    ) 

Signature of Invigilators 1. …………………………………… 

(  ) 

     2. …………………………………… 
 

General Instructions : 

 1. Candidate must write his/her Roll Number on the first page of the Question Paper. 

 2. Please check the Question Paper to verify that the total pages and total number of questions 
contained in the Question Paper are the same as those printed on the top of the first page. Also 
check to see that the questions are in sequential order. 

 3. For the objective type of questions, you have to choose any one of the four alternatives given in 
the question i.e. (A), (B), (C) or (D) and indicate your correct answer in the Answer-Book given 
to you.  

 4. All the questions including objective-type questions are to be answered within the allotted time 
and no separate time limit is fixed for answering objective type questions.  

 5. Making any identification mark in the Answer-Book or writing Roll Number anywhere other 
than the specified places will lead to disqualification of the candidate. 

 6. Write your Question Paper Code No. 64/OS/2, Set  B  on the Answer-Book. 

 7. (a) The Question Paper is in English/Hindi medium only. However, if you wish, you can 
answer in any one of the languages listed below : 

   English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi, 
Odia, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit and Sindhi. 

   You are required to indicate the language you have chosen to answer in the box provided in 
the Answer-Book. 

  (b) If you choose to write the answer in the language other than Hindi and English, the 
responsibility for any errors/mistakes in understanding the question will be yours only. 

64/OS/2/229-B 

Code No. 

 . 
64/OS/2

SET/ü    B  
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   

 1.  -          

 2.  -     -              
                    

 3.       (A), (B), (C)  (D)           
-       

 4.    -                
        

 5. -  -            
      

 6.  -  -    64/OS/2,   B    

 7. () -   /      ,             
    

   , , , , , , , ,  , , , , 
, , , , ,     

    -                 

  ()                     
 /       
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DATA ENTRY OPERATIONS  

(  ) 

(229) 
 
Time : 2 Hours ] [ Maximum Marks : 40 

  2  ] [     40 
 

Instructions : 

 (i)  All questions are compulsory. 
 (ii) Marks are indicated against each question. 
 

  

 (i)        

 (ii)           
 

 

1. Match the columns and write your answers in the answer-book :  ½ 6 = 3  

        A  B 

(a) Laser Printer (i) Displays a list of documents used by the 

current user.  

(b) Control Unit (ii) Automatically extends cell formatting.  

(c) Support Tab  (iii) Small image of each slide 

(d) My Documents  (iv) Processing of all computer operations  

(e) List Autofill (v) High quality printing 

(f) Slide sorter view  (vi) To get online help  

       -   : 

       A  B 

(a)    (i)          

     

(b)    (ii)            

(c)    (iii)       

(d)    (iv)       

(e)    (v)      

(f)     (vi)      
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2.  Write in your answer-book, True/False for the following statements :  ½  6 = 3 

 (a) We can save a presentation as a webpage. 

 (b) Windows does not allow you to add new hardware component. 

 (c) The program written by the programmer in high level language is called object 

program. 

 (d) ‘Utilities’ is an example for system software. 

 (e) By default, an Excel workbook has three worksheets.  

 (f) The indexing service provided by the search maintains an index of all files on 

your computer. 

      -  /  : 

 (a)                

 (b)              

 (c)      (  )       

   

 (d)      ‘’   

 (e)             

 (f)                 

    

 

3. Define the following :    1  4 = 4 

 (a) FORTRAN 

 (b) Title Slide 

 (c) Windows Explorer 

 (d) Elements of formula in Excel Spreadsheet 

     :  

 (a)  (FORTRAN) 

 (b)   

 (c)   

 (d)       
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4. Write short notes on the following :    2  4 = 8 

 (a) Hiding slides in PowerPoint 

 (b) Optical scanner 

 (c) Font style in Microsoft Word 

 (d) Rename an existing folder 

      : 

 (a)      

 (b)   

 (c)       

 (d)        

 

5. Differentiate between the following :    2  2 = 4 

 (a) Main Document and Data Source in Mailmerge. 

 (b) Auto-sum and Auto-shapes in Excel spreadsheet.  

       : 

 (a)        

 (b)    -  -  

 

6. Answer the following questions :    2  5 = 10 

 (a) Write the steps to rename a Worksheet in Excel Spreadsheet. 

 (b) Write any two ways by which you will be able to move between slides. 

 (c) Write the steps to insert page number in Microsoft Word document. 

 (d) Write the steps to Autofit rows in Spreadsheet. 

 (e) Write the steps to highlight text in Microsoft Word. 

      : 

 (a)            

 (b)               

 (c)              

 (d)   ()        

 (e)           
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7. Answer the following :    2  2 = 4 

 (a) Write the key combinations which you will press to do the following actions in 
a Word document :  

  (i) To make the text italic 

  (ii) To get the help menu 

  (iii) To go to the end of the line  

  (iv) To open a file 

 (b) A paragraph containing text in Microsoft Word is written in Bold style and red 
colour. Write the steps to make the text in italic style and in green colour.  

     :      

 (a)             (Key)     
 ?  

  (i)     

  (ii)       

  (iii)      

  (iv)     

 (b)                  
           

 

8. Answer the following :  2  2 = 4 

 (a) The following table shows the rainfall recorded in five states during Oct. 2020. 
Based on this data write function or formulas to find the following :    

 A B 

1 States  Rainfall 
(in mm) 

2 Maharashtra  750 

3 Tamil Nadu  525 

4 Kerala 800 

5 Punjab 400 

6 Delhi 500 

7 Total   

8 Highest  

9 Average   

10 Minimum   
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  (i) Total rainfall of all 5 states in cell B7.  

  (ii) Maximum rainfall in cell B8. 

  (iii) Average rainfall in cell B9.  

  (iv) Minimum rainfall in cell B10.  

 (b) The following table shows the marks scored by a student in 5 subjects (English, 
Hindi, Science, Maths and SST). Write the steps for creating a line chart with 
the below given data to understand his performance in visual form.  

  The chart should have Title as “Performance Analysis”. 

  X axis should show “Subject”. 

  Y axis should show “Score”.   

Subjects Marks 

English  55 

Hindi 65 

Science  85 

Maths  60 

SST 92 

     :      

 (a)     2020               

                   :    

     A B 

1      

( ) 

2  750 

3  525 

4   800 

5   400 

6  500 

7    

8    

9    

10   
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  (i)  B7          

  (ii)  B8       

  (iii)  B9         

  (iv)  B10       

 (b)         (, , ,        

         ,          

          

     “ ”     

  X    “”  Y   “”       

  

 55 

 65 

 85 

 60 

    92 

__________ 
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This Question Paper consists of 8 questions and 8 printed pages. 

 -  8   8     
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           DATA ENTRY OPERATIONS  

(  ) 

                  (229) 
 

Day and Date of Examination ……………………………………………………………… 

(    ) 

Signature of Invigilators 1. …………………………………… 

(  ) 

     2. …………………………………… 
 

General Instructions : 

 1. Candidate must write his/her Roll Number on the first page of the Question Paper. 

 2. Please check the Question Paper to verify that the total pages and total number of questions 
contained in the Question Paper are the same as those printed on the top of the first page. Also 
check to see that the questions are in sequential order. 

 3. For the objective type of questions, you have to choose any one of the four alternatives given in 
the question i.e. (A), (B), (C) or (D) and indicate your correct answer in the Answer-Book given 
to you.  

 4. All the questions including objective-type questions are to be answered within the allotted time 
and no separate time limit is fixed for answering objective type questions.  

 5. Making any identification mark in the Answer-Book or writing Roll Number anywhere other 
than the specified places will lead to disqualification of the candidate. 

 6. Write your Question Paper Code No. 64/OS/2, Set  C  on the Answer-Book. 

 7. (a) The Question Paper is in English/Hindi medium only. However, if you wish, you can 
answer in any one of the languages listed below : 

   English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi, 
Odia, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit and Sindhi. 

   You are required to indicate the language you have chosen to answer in the box provided in 
the Answer-Book. 

  (b) If you choose to write the answer in the language other than Hindi and English, the 
responsibility for any errors/mistakes in understanding the question will be yours only. 

64/OS/2/229-C 

Code No. 

 . 
64/OS/2

SET/ü    C  
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   

 1.  -          

 2.  -     -              
                    

 3.       (A), (B), (C)  (D)           
-       

 4.    -                
        

 5. -  -            
      

 6.  -  -    64/OS/2,   C    

 7. () -   /      ,             
    

   , , , , , , , ,  , , , , 
, , , , ,     

    -                 

  ()                     
 /       
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DATA ENTRY OPERATIONS  

(  ) 

(229) 
 
Time : 2 Hours ] [ Maximum Marks : 40 

  2  ] [     40 
 

Instructions : 

 (i)  All questions are compulsory. 
 (ii) Marks are indicated against each question. 
 

  

 (i)        

 (ii)           
 

 

1. Match the following columns and write your answers in the answer-book :  ½ 6 = 3  

             A                 B 

(a) Open office.org Writer (i) Laser Printer 

(b) Printer for publishing industry  (ii) Small image of each slide  

(c) Slide sorter view (iii) Displays a list of documents used by 

the current user  

(d) List Autofill  (iv) Word Processing Software 

(e) My Documents  (v) To get online help  

(f) Support Tab  (vi) Automatically extends cell formatting  

       -   : 

         A                         B 

(a)  .org   (i)    

(b)      

  

(ii)       

(c)    (iii)          

    

(d)   (iv)     

(e)    (v)      

(f)    (vi)           
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2.  Write in your answer-book, True/False for the following statements :  ½  6 = 3 

 (a) The indexing service provided by the search maintains an index of all files on 

your computer. 

 (b) Windows does not allow you to add new hardware component. 

 (c) We can save a presentation as a webpage. 

 (d) ‘Utilities’ is an example for system software. 

 (e) In Excel workbook, we can add worksheets.  

 (f) The program written by the programmer in high level language is called object 

program. 

      -  /  : 

 (a)                 

    

 (b)              

 (c)                

 (d)      ‘’   

 (e)           

 (f)      (  )       

   

 

3. Define the following :    1  4 = 4 

 (a) Software 

 (b) Elements of formula in Excel Spreadsheet 

 (c) Title Slide 

 (d) Windows Explorer 

     : 

 (a)   

 (b)       

 (c)   

 (d)   
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4. Write short notes on the following :    2  4 = 8 

 (a) Rename an existing folder 

 (b) Hiding slides in PowerPoint 

 (c) Font face in Microsoft Word 

 (d) Optical scanner 

      : 

 (a)        

 (b)      

 (c)      

 (d)   

 

5. Differentiate between the following :    2  2 = 4 

 (a) Main Document and Data Source in Mailmerge. 

 (b) Autofill and List Autofill in Excel  

       : 

 (a)        

 (b)        

 

6. Answer the following questions :    2  5 = 10 

 (a) Write any two ways by which you will be able to move between slides. 

 (b) Write the steps to Autofit rows in Spreadsheet. 

 (c) Write the steps to copy text in Microsoft Word. 

 (d) Write the steps to highlight text in Microsoft Word. 

 (e) Write the steps to rename a Worksheet in Excel Spreadsheet. 

      : 

 (a)               

 (b)   ()        

 (c)             

 (d)           

 (e)            
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7. Answer the following :    2  2 = 4 

 (a) Write the key combinations which you will press to do the following actions in 

a Word document :  

  (i) To make the text italic 

  (ii) To get the help menu 

  (iii) To go to the end of the line  

  (iv) To open a file  

 (b) A paragraph containing text in Microsoft Word is written in font size 12 and the 

text is highlighted in blue colour. Write the steps to make the text in font size 14 

and text highlighted in yellow colour.  

     :      

 (a)             (Key)     
 ?  

  (i)     

  (ii)       

  (iii)      

  (iv)     

 (b)         12            

     14             

 

8. Answer the following :  2  2 = 4 

 (a) The following table shows the marks scored by a student in 5 subjects (English, 

Hindi, Science, Maths and SST). Write the steps for creating a line chart with 
the below given data to understand his performance in visual form.  

  The chart should have Title as “Performance Analysis”. 

  X axis should show “Subject”. 

  Y axis should show “Score”.   

Subjects Marks 

English  55 

Hindi 65 

Science  85 

Maths  60 

SST 92 
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 (b) The following table shows the rainfall recorded in five states during Oct. 2020. 

Based on this data write function or formulas to find the following :    

 A B 

1 States  Rainfall 

(in mm) 

2 Maharashtra  750 

3 Tamil Nadu  525 

4 Kerala 800 

5 Punjab 400 

6 Delhi 500 

7 Total   

8 Highest  

9 Average   

10 Minimum   

  (i) Total rainfall of all 5 states in cell B7.  

  (ii) Maximum rainfall in cell B8. 

  (iii) Average rainfall in cell B9.  

  (iv) Minimum rainfall in cell B10.  

     : 

 (a)         (, , ,        

         ,          

          

     “ ”     

  X    “”  Y   “”       

  

 55 

 65 

 85 

 60 

    92 
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 (b)     2020               

                   :    

     A B 

1      

( ) 

2  750 

3  525 

4   800 

5   400 

6  500 

7    

8    

9    

10   

  (i)  B7          

  (ii)  B8       

  (iii)  B9         

  (iv)  B10       

__________ 
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