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DATA ENTRY OPERATIONS (Theory)

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚ (Á‚hÊãÃ)
(336)

Day and Date of Examination :

(¬⁄UËˇÊÊ ∑§Ê ÁŒŸ fl ÁŒŸÊ¥∑§)

Signature of Invigilators :

(ÁŸ⁄UËˇÊ∑§Ê¥ ∑§ „SÃÊˇÊ⁄U) 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. 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.

4. Answers for questions, like matching, True or False, Fill in the blanks, etc., are to be given in the answer-book.

5. Write your Question Paper code No. 64/OSS/2-A on the Answer-Book.

‚Ê◊Êãÿ •ŸÈŒ‡Ê —

1. ¬⁄UËˇÊÊÕË¸ ¬˝‡Ÿ-¬òÊ ∑§ §¬„‹ ¬Îc∆U ¬⁄U •¬ŸÊ •ŸÈ∑˝§◊Ê¥∑§ •fl‡ÿU Á‹π¥–

2. ∑Î§¬ÿÊ ¬˝‡Ÿ-¬òÊ ∑§Ê ¡ÊÚ°ø ‹¥ Á∑§ ¬˝‡Ÿ-¬òÊ ∑§ ∑È§‹ ¬Îc∆UÊ¥ ÃÕÊ ¬˝‡ŸÊ¥ ∑§Ë ©ÃŸË „Ë ‚¥ÅUÿÊ „Ò Á¡ÃŸË ¬˝Õ◊ ¬Îc∆ ∑ §‚’‚ ™§¬⁄U ¿U¬Ë „Ò– ß‚
’ÊÃ ∑§Ë ¡ÊÚ°ø ÷Ë ∑§⁄U ‹¥ Á∑§ ¬˝‡Ÿ ∑˝ Á◊∑§ UM§¬ ◊¥ „Ò¥–

3. § ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ◊¥ ¬„øÊŸ-Áøq ’ŸÊŸ •ÕflÊ ÁŸÁŒ¸c≈U SÕÊŸÊ¥ ∑§§•ÁÃÁ⁄UÄÃ ∑§„Ë¥ ÷Ë •ŸÈ∑˝§◊Ê¥∑§ Á‹πŸ ¬⁄U ¬⁄UËˇÊÊÕË¸ ∑§Ê •ÿÊÇÿ ∆U„⁄UÊÿÊ
¡ÊÿªÊ–

4. § ∞‚ ¬˝‡Ÿ ¡Ò‚ Á◊‹ÊŸ ∑§⁄UŸÊ, ‚„Ë •ÕflÊ $ª‹Ã, Á⁄UÄÃ SÕÊŸ ÷⁄UÊ •ÊÁŒ ∑§ ©ûÊ⁄U, ©ûÊ⁄U-¬ÈÁSÃ∑§Ê ◊¥ Á‹π¥–

5. •¬ŸË ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ¬⁄U ¬˝‡Ÿ-¬òÊ ∑§Ë ∑§Ê«U ‚¥ÅÿÊ 64/OSS/2-A Á‹π¥–

This Question Paper consists of 6 questions and 6 printed pages.

ß‚ ¬˝‡Ÿ-¬òÊ ◊¥ 6 ¬˝‡Ÿ ÃÕÊ 6 ◊ÈÁŒ˝Ã ¬Îc∆U „Ò¥–

Roll No.

•ŸÈ∑˝§◊Ê¥∑§
Code No.

∑§Ê«U Ÿ¥.
64/OSS/2

SET/‚≈ A
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DATA ENTRY OPERATIONS (Theory)

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚ (Á‚hÊãÃ)

(336)

Time : 2 Hours ] [ Maximum Marks : 40

‚◊ÿ — 2 ÉÊá≈U ] [ ¬ÍáÊÊZ∑§ — 40

Note : All questions are compulsory and carry marks as indicated against each question.

ÁŸŒ¸‡Ê — ‚÷Ë ¬˝‡Ÿ •ÁŸflÊÿ¸ „Ò¥ •ÊÒ⁄U ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ •¥∑§ ©‚∑§ ‚Ê◊Ÿ ÁŒ∞ ª∞ „Ò¥–

1. Fill in the blanks of the following. ½x10=5

ÁŸêŸÁ‹ÁπÃ ◊¥ Á⁄UÄÃ SÕÊŸÊ¥ ∑§Ë ¬ÍÁÃ¸ ∑§⁄¥–U
(a) __________ is an output device which allows you to listen to voice or music as output.

__________ ∞∑§ •Ê©≈U¬È≈U Á«UflÊß‚ „Ò ¡Ê •Ê¬∑§Ê •ÊflÊ¡ •ÕflÊ ‚¥ªËÃ ∑§Ê •Ê©≈U¬È≈U ∑§ M§¬ ◊¥ ‚ÈŸŸ ∑§Ë
•ŸÈ◊ÁÃ ŒÃË „Ò–

(b) The software that reads a program written in Assembly language and translates it into
an equivalent program in machine language is called as __________.

∞‚Ê ‚ÊÚç≈Uflÿ⁄U ¡Ê ∞‚ê’‹Ë ÷Ê·Ê ∑§ ¬˝Êª˝Ê◊ ∑§Ê ©‚∑§ ‚◊∑§ˇÊ ◊‡ÊËŸ ÷Ê·Ê ◊¥ •ŸÈflÊŒ ∑§⁄UÃÊ „Ò, __________

∑§„‹ÊÃÊ „Ò–
(c) By protecting the document as __________ only, you can prevent any accidental

changes either by yourself or by other person.

ŒSÃÊfl¡ ∑§Ê __________ •Êã‹Ë M§¬ ‚ ‚È⁄UÁˇÊÃ ∑§⁄UŸ ¬⁄U •Ê¬ ß‚ Á∑§‚Ë ÷Ë Ã⁄U„ ∑§ ŒÈÉÊ¸≈UŸÊà◊∑§ ¬Á⁄UflÃ¸Ÿ
‚ ’øÊ ‚∑§Ã „¥Ò øÊ„ flÊ •Ê¬∑§ mÊ⁄UÊ Á∑§ÿÊ ªÿÊ „Ê ÿÊ Á∑§‚Ë •ãÿ mÊ⁄UÊ–

(d) Primary memory is directly accessed by the central __________ unit. ½

¬˝Êß◊⁄UË ◊◊Ê⁄UË ◊¥ ‚¥≈˛U‹ __________ ÿÍÁŸ≈U mÊ⁄UÊ ‚Ëœ ¬˝fl‡Ê Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–
(e) CTRL+O  is the shortcut key to __________ any existing document. ½

CTRL+O ‡ÊÊÚ≈¸U∑§≈U ∑§Ë ‚ Á∑§‚Ë ÷Ë ◊ÊÒ¡ÍŒ ŒSÃÊfl¡ ∑§Ê __________ ¡Ê ‚∑§ÃÊ „Ò–
(f) Basic shapes are available in  __________ feature of Excel. ½

∞Ä‚‹ ∑§ __________ »§Ëø⁄U ◊¥ ’Á‚∑§ ‡Êå‚ ©¬‹éœ „ÊÃË „Ò–
(g) In PowerPoint all slides can be reordered in __________ view. ½

¬ÊÚfl⁄U ¬ÊÚß¥≈U ◊¥ ‚÷Ë S‹Êß«UÊ¥ ∑§Ê __________ √ÿÍ ◊¥ ⁄UË-•ÊÚ«¸⁄U Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–
(h) __________ connection is permanent and is specifically used by large organisations.

__________ ∑§ŸÄ‡ÊŸ SÕÊß¸ „ÊÃÊ „Ò •ÊÒ⁄U ß‚∑§Ê ¬˝ÿÊª Áfl‡Ê· ÃÊÒ⁄U ¬⁄U ’«∏ ‚¥SÕÊŸÊ¥ mÊ⁄UÊ „ÊÃÊ „Ò–
(i) DNS is __________ Name System. ½

«UË.∞Ÿ.∞‚. ∑§Ê •Õ¸ „Ò __________ Ÿ◊ Á‚S≈U◊–
(j) __________ allows the user to quickly fill cells with sequential data. ½

__________ ÿÍ¡⁄U ∑§Ê •ŸÈ◊ÁÃ ¬˝ŒÊŸ ∑§⁄UÃÊ „Ò Á∑§ flÊ Ã¡Ë ‚ ‚Ò‹Ê¥ ∑§Ê oÎ¥π‹Ê’h «UÊ≈UÊ mÊ⁄UÊ ∑§⁄U ‚∑¥§–

½

½

½

½
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2. State True or False. ½x10=5

‚„Ë ÿÊ ª‹Ã Á‹Áπ∞–

(a) New files can be created through the control panel. ½

∑¥§≈˛UÊ‹ ¬ÒŸ‹ mÊ⁄UÊ Ÿß¸ »§Êß‹¥ ÃÒÿÊ⁄U ∑§Ë ¡Ê ‚∑§ÃË „Ò–

(b) Uninstallation of a program can be done using control panel. ½

∑¥§≈˛UÊ‹ ¬ÒŸ‹ mÊ⁄UÊ Á∑§‚Ë ¬˝Êª˝Ê◊ ∑§Ê •ŸßãS≈UÊÚ‹‡ÊŸ Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

(c) Windows Explorer displays the hierarchical list of files, folders and storage drives on
your computer.

Áfl¥«UÊ¡ ∞Ä‚å‹Ê⁄U⁄U •Ê¬∑§ ∑§êåÿÍ≈U⁄U ¬⁄U ÁSÕÃ S≈UÊ⁄U¡ «˛UÊßfl, »§ÊÀ«U⁄U •ÊÒ⁄U »§Êß‹Ê¥ ∑§Ë ¬Œ∑˝§◊ÊŸÈ‚Ê⁄U ‚ÍøË ¬˝ŒÁ‡Ê¸Ã
∑§⁄UÃÊ „Ò–

(d) You can export and save your word document in PDF and XPS file format. ½

•Ê¬ •¬Ÿ fl«¸ «UÊÚÄÿÍ◊¥≈U ∑§Ê PDF •ÊÒ⁄U XPS »§Êß‹ »§ÊÚ◊̧≈U ◊¥ ‚fl •ÊÒ⁄U ∞Ä‚¬Ê≈¸U ∑§⁄U ‚∑§Ã „Ò¥–

(e) The full form of CRT is Coding Ray Tube. ½

CRT ∑§Ê ¬ÍáÊ¸ SflM§¬ „Ò ∑§ÊÁ«¥Uª ⁄U ≈KÍ’–

(f) Word is used to prepare statistical data. ½

fl«¸U ∑§Ê ¬˝ÿÊª ‚Ê¥ÁÅÿ∑§Ëÿ «UÊ≈UÊ ÃÒÿÊ⁄U ∑§⁄UŸ ◊¥ Á∑§ÿÊ ¡ÊÃÊ „Ò–

(g) jpg is the extension of PowerPoint presentation file. ½

jpg ¬ÊÚfl⁄U ¬ÊÚß¥≈U ¬̋¡ã≈U‡ÊŸ »§Êß‹ ∑§Ê ∞Ä‚≈¥U‡ÊŸ „Ò–

(h) ISP can provide us with a new internet connection. ½

•Êß¸.∞‚.¬Ë. „◊¥ ŸÿÊ ß¥≈U⁄UŸ≈U ∑§ŸÄ‡ÊŸ ¬˝ŒÊŸ ∑§⁄U ‚∑§ÃÊ „Ò–

(i) 192.168.0.154 is an example of IP addresses. ½

192.168.0.154 •Êß¸.¬Ë. ∞«˛U‚ ∑§Ê ∞∑§ ©ŒÊ„⁄UáÊ „Ò–

(j) Transferring of files on the internet is done through FTP. ½

∞»§.≈UË.¬Ë. mÊ⁄UÊ ß¥≈U⁄UŸ≈U ¬⁄U »§Êß‹¥ ≈˛UÊ¥‚»§⁄U ∑§Ë ¡Ê ‚∑§ÃË „Ò–

½
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3. Define the following terms (any two) : 1x2=2

ÁŸêŸÁ‹ÁπÃ ‡ÊéŒÊ¥ ∑§Ê ¬Á⁄U÷ÊÁ·Ã ∑§ËÁ¡∞ (Á∑§ã„Ë¥ ŒÊ) —

(a) Line Printer 1

‹ÊßŸ Á¬¥̋≈U⁄U

(b) Number Tab of Formatting cells of a spreadsheet 1

S¬Ò̋«U‡ÊË≈U ∑§ »§ÊÚ◊̧Á≈¥Uª ‚ÒÀ‚ ∑§Ê Ÿ¥’⁄U ≈ÒU’

(c) Page Break 1

¬¡ ’̋∑§

4. Write short notes on the following : 2x5=10

ÁŸêŸÁ‹ÁπÃ ¬⁄U ‚¥ÁˇÊåÃ Á≈Uå¬áÊË Á‹π¥ —

(a) Computer operations and role of Control Unit 2

∑¥§åÿÍ≈U⁄U ∑§ ∑§Êÿ¸ •ÊÒ⁄U ∑¥§≈˛UÊ‹ ÿÍÁŸ≈U ∑§Ë ÷ÍÁ◊∑§Ê

(b) Rename a file or folder 2

»§Êß‹ •ÕflÊ »§ÊÀ«U⁄U ∑§Ê ⁄UËŸ◊ ∑§⁄UŸÊ

(c) Design template of PowerPoint 2

¬ÊÚfl⁄U ¬ÊÚß¥≈U ∑§Ê Á«U$¡ÊßŸ ≈Uê¬‹≈U

(d) Use of Header and Footer option 2

„Ò«U⁄U ∞fl¥ »È§≈U⁄U Áfl∑§À¬ ∑§Ê ¬˝ÿÊª

(e) Use of Bullets and Numbering feature in preparing presentation 2

¬̋¡ã≈U‡ÊŸ ÃÒÿÊ⁄U ∑§⁄UŸ ◊¥ ’È‹≈U •ÊÒ⁄U Ÿ¥’Á⁄U¥ª »§Ëø⁄U ∑§Ë ©¬ÿÊÁªÃÊ

5. Differentiate between the following : 2x5=10

ÁŸêŸÁ‹ÁπÃ ∑§ ’Ëø •¥Ã⁄U S¬c≈U ∑§ËÁ¡∞ —

(a) SUM() Function and SUMIF() Function 2

‚◊() »¥§Ä‡ÊŸ •ÊÒ⁄U ‚◊ß»§() »¥§Ä‡ÊŸ

(b) Line chart and XY Scatter chart 2

‹ÊßŸ øÊ≈¸U •ÊÒ⁄U XY S∑Ò§≈U⁄U øÊ≈¸

(c) Workbook protection using password and making it Read only. 2

¬Ê‚fl«¸U ∑§ ¬˝ÿÊª ‚ fl∑¸§’È∑§ ∑§Ë ‚È⁄UˇÊÊ •ÊÒ⁄U ß‚ ⁄UË«U •Êã‹Ë ’ŸÊŸÊ

(d) Font face and Font style 2

»§Ê°≈U »§‚ •ÊÒ⁄U »§Ê°≈U S≈UÊß‹

(e) Webserver and Website 2

fl’ ‚fl¸⁄U ∞fl¥ fl’ ‚Êß≈U
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6. Answer the following : 4+4=8

ÁŸêŸÁ‹ÁπÃ ∑§ ©ûÊ⁄U ŒËÁ¡∞ —

(a) Based on the given text, answer all the questions. 4

ÁŒ∞ ª∞ ≈UÄS≈U ∑§ •ÊœÊ⁄U ¬⁄U, ‚÷Ë ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U ŒËÁ¡∞–

A trail of data you create while

using the Internet is known as

DIGITAL FOOTPRINT

It includes the websites you visit, emails you send,

and information you submit to online services. A

“Passive                              ’’ is a data trail you unintentionally leave

online.

(i) What is the alignment of the above text given in first and second paragraphs
respectively ?

™§¬⁄U ÁŒ∞ ª∞ ≈UÄS≈U ∑§ ¬„‹ •ÊÒ⁄U ŒÍ‚⁄U ¬Ò⁄UÊª˝Ê»§ ∑§Ê ∞‹ÊßŸ◊¥≈U ∑˝§◊‡Ê— ÄÿÊ „Ò?

(ii) Identify and write the effects implied on DIGITAL FOOTPRINT.

DIGITAL FOOTPRINT ‡ÊéŒÊ¥ ¬⁄U ¡Ê ß»§Ä≈U ‹ªÊÿÊ ªÿÊ „Ò ©‚ ¬„øÊŸ∑§⁄U Á‹Áπ∞–

(iii) Write the steps to copy the words ‘Digital footprint’ in the blank after the word
‘Passive’.

‘Passive’ ‡ÊéŒ ∑§ ’ÊŒ ÁŒ∞ ª∞ Á⁄UÄÃ SÕÊŸ ◊¥ ‘Digital footprint’ ‡ÊéŒÊ¥ ∑§Ê ∑§ÊÚ¬Ë ∑§⁄UŸ ∑§ S≈Uå‚
Á‹Áπ∞–

(iv) Write the steps to increase the line spacing to double lines between the sentences.

flÊÄÿÊ¥ ∑§ ’Ëø ◊¥ «U’‹ ‹ÊßŸ ∑§Ë ‹ÊßŸ S¬Á‚¥ª ’…∏ÊŸ ∑§ S≈Uå‚ Á‹π¥–
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(b) Answer the following questions on the basis of the spreadsheet given below : 4

ÁŒ∞ ª∞ S¬Ò̋«U‡ÊË≈U ∑§ •ÊœÊ⁄U ¬⁄U ÁŸêŸÁ‹ÁπÃ ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U Á‹Áπ∞–

(i) Write the formula to display the maximum of all the weight and display it in cell
C11.

‚Ò‹ C11 ◊¥ •Áœ∑§Ã◊ fl≈U ¬˝ŒÁ‡Ê¸Ã ∑§⁄UŸ ∑§ Á‹∞ »§ÊÚ◊Í̧‹Ê Á‹π¥–

(ii) What is the content of cell A1 ?

‚Ò‹ A1 ∑§Ê ∑¥§≈¥U≈U ÄÿÊ „Ò?

(iii) Write the formula to display average weight in cell C12.

‚Ò‹ C12 ◊¥ •ÊÒ‚Ã fl≈U ¬˝ŒÁ‡Ê¸Ã ∑§⁄UŸ ∑§Ê »§ÊÚ◊Í̧‹Ê Á‹π¥–

(iv) Write the steps to add one column for height before the column (C) weight.

∑§ÊÚ‹◊ (C) fl≈U ∑§ ¬„‹ ∞∑§ ∑§ÊÚ‹◊ „Êß¸≈U ∑§ Á‹∞ ∞«U ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

- o O o -
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DATA ENTRY OPERATIONS (Theory)

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚ (Á‚hÊãÃ)
(336)

Day and Date of Examination :

(¬⁄UËˇÊÊ ∑§Ê ÁŒŸ fl ÁŒŸÊ¥∑§)

Signature of Invigilators :

(ÁŸ⁄UËˇÊ∑§Ê¥ ∑§ „SÃÊˇÊ⁄U) 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. 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.

4. Answers for questions, like matching, True or False, Fill in the blanks, etc., are to be given in the answer-book.

5. Write your Question Paper code No. 64/OSS/2-B on the Answer-Book.

‚Ê◊Êãÿ •ŸÈŒ‡Ê —

1. ¬⁄UËˇÊÊÕË¸ ¬˝‡Ÿ-¬òÊ ∑§ §¬„‹ ¬Îc∆U ¬⁄U •¬ŸÊ •ŸÈ∑˝§◊Ê¥∑§ •fl‡ÿU Á‹π¥–

2. ∑Î§¬ÿÊ ¬˝‡Ÿ-¬òÊ ∑§Ê ¡ÊÚ°ø ‹¥ Á∑§ ¬˝‡Ÿ-¬òÊ ∑§ ∑È§‹ ¬Îc∆UÊ¥ ÃÕÊ ¬˝‡ŸÊ¥ ∑§Ë ©ÃŸË „Ë ‚¥ÅUÿÊ „Ò Á¡ÃŸË ¬˝Õ◊ ¬Îc∆ ∑ §‚’‚ ™§¬⁄U ¿U¬Ë „Ò– ß‚
’ÊÃ ∑§Ë ¡ÊÚ°ø ÷Ë ∑§⁄U ‹¥ Á∑§ ¬˝‡Ÿ ∑˝ Á◊∑§ UM§¬ ◊¥ „Ò¥–

3. § ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ◊¥ ¬„øÊŸ-Áøq ’ŸÊŸ •ÕflÊ ÁŸÁŒ¸c≈U SÕÊŸÊ¥ ∑§§•ÁÃÁ⁄UÄÃ ∑§„Ë¥ ÷Ë •ŸÈ∑˝§◊Ê¥∑§ Á‹πŸ ¬⁄U ¬⁄UËˇÊÊÕË¸ ∑§Ê •ÿÊÇÿ ∆U„⁄UÊÿÊ
¡ÊÿªÊ–

4. § ∞‚ ¬˝‡Ÿ ¡Ò‚ Á◊‹ÊŸ ∑§⁄UŸÊ, ‚„Ë •ÕflÊ $ª‹Ã, Á⁄UÄÃ SÕÊŸ ÷⁄UÊ •ÊÁŒ ∑§ ©ûÊ⁄U, ©ûÊ⁄U-¬ÈÁSÃ∑§Ê ◊¥ Á‹π¥–

5. •¬ŸË ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ¬⁄U ¬˝‡Ÿ-¬òÊ ∑§Ë ∑§Ê«U ‚¥ÅÿÊ 64/OSS/2-B Á‹π¥–

This Question Paper consists of 6 questions and 6 printed pages.

ß‚ ¬˝‡Ÿ-¬òÊ ◊¥ 6 ¬˝‡Ÿ ÃÕÊ 6 ◊ÈÁŒ˝Ã ¬Îc∆U „Ò¥–

Roll No.

•ŸÈ∑˝§◊Ê¥∑§
Code No.

∑§Ê«U Ÿ¥.
64/OSS/2

SET/‚≈ B
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DATA ENTRY OPERATIONS (Theory)

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚ (Á‚hÊãÃ)

(336)

Time : 2 Hours ] [ Maximum Marks : 40

‚◊ÿ — 2 ÉÊá≈U ] [ ¬ÍáÊÊZ∑§ — 40

Note : All questions are compulsory and carry marks as indicated against each question.

ÁŸŒ¸‡Ê — ‚÷Ë ¬˝‡Ÿ •ÁŸflÊÿ¸ „Ò¥ •ÊÒ⁄U ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ •¥∑§ ©‚∑§ ‚Ê◊Ÿ ÁŒ∞ ª∞ „Ò¥–

1. Fill in the blanks of the following : ½x10=5

ÁŸêŸÁ‹ÁπÃ ◊¥ Á⁄UÄÃ SÕÊŸÊ¥ ∑§Ë ¬ÍÁÃ¸ ∑§ËÁ¡∞ —
(a) In PowerPoint all slides can be reordered in __________ view. ½

¬ÊÚfl⁄U ¬ÊÚß¥≈U ◊¥ ‚÷Ë S‹Êß«UÊ¥ ∑§Ê __________ √ÿÍ ◊¥ ⁄UË-•ÊÚ«¸⁄U Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–
(b) Basic shapes are available in  __________ feature of Excel. ½

∞Ä‚‹ ∑§ __________ »§Ëø⁄U ◊¥ ’Á‚∑§ ‡Êå‚ ©¬‹éœ „ÊÃË „Ò–
(c) Clipart can be added in an Excel file using ______ menu. ½

∞Ä‚‹ »§Êß‹ ◊¥ ______ ◊ãÿÍ ∑§Ê ¬˝ÿÊª ∑§⁄U∑§ ÁÄ‹¬•Ê≈¸U ∑§Ê ¡Ê«∏Ê ¡Ê ‚∑§ÃÊ „Ò–
(d) CTRL+O  is the shortcut key to __________ any existing document. ½

CTRL+O ‡ÊÊÚ≈¸U∑§≈U ∑§Ë ‚ Á∑§‚Ë ÷Ë ◊ÊÒ¡ÍŒ ŒSÃÊfl¡ ∑§Ê __________ ¡Ê ‚∑§ÃÊ „Ò–
(e) Primary memory is directly accessed by the central __________ unit. ½

¬˝Êß◊⁄UË ◊◊Ê⁄UË ◊¥ ‚¥≈˛U‹ __________ ÿÍÁŸ≈U mÊ⁄UÊ ‚Ëœ ¬˝fl‡Ê Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–
(f) __________ connection is permanent and is specifically used by large organisations.

__________ ∑§ŸÄ‡ÊŸ SÕÊß¸ „ÊÃÊ „Ò •ÊÒ⁄U ß‚∑§Ê ¬˝ÿÊª Áfl‡Ê· ÃÊÒ⁄U ¬⁄U ’«∏ ‚¥SÕÊŸÊ¥ mÊ⁄UÊ „ÊÃÊ „Ò–
(g) The software that reads a program written in Assembly language and translates it into

an equivalent program in machine language is called as __________.

∞‚Ê ‚ÊÚç≈Uflÿ⁄U ¡Ê ∞‚ê’‹Ë ÷Ê·Ê ∑§ ¬˝Êª˝Ê◊ ∑§Ê ©‚∑§ ‚◊∑§ˇÊ ◊‡ÊËŸ ÷Ê·Ê ◊¥ •ŸÈflÊŒ ∑§⁄UÃÊ „Ò, __________

∑§„‹ÊÃÊ „Ò–
(h) __________ is an output device which allows you to listen to voice or music as output.

__________ ∞∑§ •Ê©≈U¬È≈U Á«UflÊß‚ „Ò ¡Ê •Ê¬∑§Ê •ÊflÊ¡ •ÕflÊ ‚¥ªËÃ ∑§Ê •Ê©≈U¬È≈U ∑§ M§¬ ◊¥ ‚ÈŸŸ ∑§Ë
•ŸÈ◊ÁÃ ŒÃË „Ò–

(i) In PowerPoint, __________ is the shortcut key for beginning the slide show for
presentation.

¬ÊÚfl⁄U ¬ÊÚß¥≈U ◊¥ __________ fl„ ‡ÊÊÚ≈¸∑§≈U ∑§Ë „Ò Á¡‚‚ ¬̋¡ã≈U‡ÊŸ ∑§ S‹Êß«U ‡ÊÊ ∑§Ë ‡ÊÈL§•ÊÃ ∑§Ë ¡Ê ‚∑§ÃË „Ò–U
(j) TCP stands for _________ Control Protocol. ½

≈UË.‚Ë.¬Ë. ∑§Ê ¬ÍáÊ¸ SflM§¬ „Ò ______ ∑¥§≈˛UÊ‹ ¬˝Ê≈UÊ∑§ÊÚ‹–

½

½

½

½
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2. State true or false for the following : ½x10=5

ÁŸêŸÁ‹ÁπÃ ∑§ Á‹∞ ‚„Ë/ª‹Ã Á‹Áπ∞ —

(a) The full form of CRT is Coding Ray Tube. ½

CRT ∑§Ê ¬ÍáÊ¸ SflM§¬ „Ò ∑§ÊÁ«¥Uª ⁄U ≈KÍ’–

(b) New files can be created through the control panel. ½

∑¥§≈˛UÊ‹ ¬ÒŸ‹ mÊ⁄UÊ Ÿß¸ »§Êß‹¥ ÃÒÿÊ⁄U ∑§Ë ¡Ê ‚∑§ÃË „Ò–

(c) Uninstallation of a program can be done using control panel. ½

∑¥§≈˛UÊ‹ ¬ÒŸ‹ mÊ⁄UÊ Á∑§‚Ë ¬˝Êª˝Ê◊ ∑§Ê •ŸßãS≈UÊÚ‹‡ÊŸ Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

(d) Windows Explorer displays the hierarchical list of files, folders and storage drives on
your computer.

Áfl¥«UÊ¡ ∞Ä‚å‹Ê⁄U⁄U •Ê¬∑§ ∑§êåÿÍ≈U⁄U ¬⁄U ÁSÕÃ S≈UÊ⁄U¡ «˛UÊßfl, »§ÊÀ«U⁄U •ÊÒ⁄U »§Êß‹Ê¥ ∑§Ë ¬Œ∑˝§◊ÊŸÈ‚Ê⁄U ‚ÍøË ¬˝ŒÁ‡Ê¸Ã
∑§⁄UÃÊ „Ò–

(e) You can export and save your word document in PDF and XPS file format. ½

•Ê¬ •¬Ÿ fl«¸ «UÊÚÄÿÍ◊¥≈U ∑§Ê PDF •ÊÒ⁄U XPS »§Êß‹ »§ÊÚ◊̧≈U ◊¥ ‚fl •ÊÒ⁄U ∞Ä‚¬Ê≈¸U ∑§⁄U ‚∑§Ã „Ò¥–

(f) Line Printers are the fastest printers. ½

‹ÊßŸ Á¬¥̋≈U‚¸ ‚’‚ Ã¡ Á¬¥̋≈U⁄U „ÊÃ „Ò¥–

(g) ISP can provide us with a new internet connection. ½

•Êß¸.∞‚.¬Ë. „◊¥ ŸÿÊ ß¥≈U⁄UŸ≈U ∑§ŸÄ‡ÊŸ ¬˝ŒÊŸ ∑§⁄U ‚∑§ÃÊ „Ò–

(h) jpg is the extension of Power Point presentation file. ½

jpg ¬ÊÚfl⁄U ¬ÊÚß¥≈U ¬̋¡ã≈U‡ÊŸ »§Êß‹ ∑§Ê ∞Ä‚≈¥U‡ÊŸ „Ò–

(i) PowerPoint presentation must contain 10 slides. ½

¬ÊÚfl⁄U ¬ÊÚß¥≈U ¬̋¡ã≈U‡ÊŸ ◊¥ Œ‚ S‹Êß«U¥ „ÊŸË „Ë øÊÁ„∞–

(j) WWW.cbse.nic.in is an example of IP addresses. ½

WWW.cbse.nic.in •Êß¸.¬Ë. ∞«̨U‚ ∑§Ê ∞∑§ ©ŒÊ„⁄UáÊ „Ò–

½
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3. Define the following terms (any two) : 1x2=2

ÁŸêŸÁ‹ÁπÃ ∑§Ê ¬Á⁄U÷ÊÁ·Ã ∑§ËÁ¡∞ (Á∑§ã„Ë¥ ŒÊ) —
(a) Number Tab of Formatting cells of a spreadsheet 1

S¬Ò̋«U‡ÊË≈U ∑§ »§ÊÚ◊̧Á≈¥Uª ‚ÒÀ‚ ∑§Ê Ÿ¥’⁄U ≈ÒU’
(b) Page Break 1

¬¡ ’̋∑§
(c) Clip Board 1

ÁÄ‹¬ ’Ê«¸

4. Write short notes for the following : 2x5=10

ÁŸêŸÁ‹ÁπÃ ¬⁄U ‚¥ÁˇÊåÃ Á≈Uå¬áÊË Á‹π¥ —

(a) Design template of PowerPoint 2

¬ÊÚfl⁄U ¬ÊÚß¥≈U ∑§Ê Á«U$¡ÊßŸ ≈Uê¬‹≈U
(b) Rename a file or folder 2

»§Êß‹ •ÕflÊ »§ÊÀ«U⁄U ∑§Ê ⁄UËŸ◊ ∑§⁄UŸÊ
(c) Computer operations and role of Control Unit 2

∑¥§åÿÍ≈U⁄U ∑§ ∑§Êÿ¸ •ÊÒ⁄U ∑¥§≈˛UÊ‹ ÿÍÁŸ≈U ∑§Ë ÷ÍÁ◊∑§Ê
(d) Steps for spell checking in word document. 2

fl«¸U «UÊÚÄÿÍ◊¥≈U ◊¥ S¬‹ øÒÁ∑¥§ª ∑§⁄UŸ ∑§ S≈Uå‚–
(e) Use of Header and Footer option 2

„Ò«U⁄U ∞fl¥ »È§≈U⁄U Áfl∑§À¬ ∑§Ê ¬˝ÿÊª

5. Differentiate between the following : 2x5=10

ÁŸêŸÁ‹ÁπÃ ∑§ ’Ëø •¥Ã⁄U S¬c≈U ∑§ËÁ¡∞ —
(a) Webserver and Website 2

fl’ ‚fl¸⁄U ∞fl¥ fl’ ‚Êß≈U
(b) Font face and Font style 2

»§Ê°≈U »§‚ •ÊÒ⁄U »§Ê°≈U S≈UÊß‹
(c) Workbook protection using password and making it Read only. 2

¬Ê‚fl«¸U ∑§ ¬˝ÿÊª ‚ fl∑¸§’È∑§ ∑§Ë ‚È⁄UˇÊÊ •ÊÒ⁄U ß‚ ⁄UË«U •Êã‹Ë ’ŸÊŸÊ
(d) Printing documents and Saving documents 2

ŒSÃÊfl¡Ê¥ ∑§Ê Á¬¥̋≈U ∑§⁄UŸÊ •ÊÒ⁄U ŒSÃÊfl¡Ê¥ ∑§Ê ‚fl ∑§⁄UŸÊ
(e) SUM() Function and SUMIF() Function 2

‚◊() »¥§Ä‡ÊŸ •ÊÒ⁄U ‚◊ß»§() »¥§Ä‡ÊŸ
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6. Answer the following : 4+4=8

ÁŸêŸÁ‹ÁπÃ ∑§ ©ûÊ⁄U ŒËÁ¡∞ —

(a) Based on the given text, answer all the questions : 4

ÁŒ∞ ª∞ ≈UÄS≈U ∑§ •ÊœÊ⁄U ¬⁄U, ‚÷Ë ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U ŒËÁ¡∞–

A trail of data you create while

using the Internet is known as

DIGITAL FOOTPRINT

It includes the websites you visit, emails you send,

and information you submit to online services. A

“Passive                              ’’ is a data trail you unintentionally leave

online.

(i) Write the steps to copy the words ‘Digital footprint’ in the blank after the word
‘Passive’.

‘Passive’ ‡ÊéŒ ∑§ ’ÊŒ ÁŒ∞ ª∞ Á⁄UÄÃ SÕÊŸ ◊¥ ‘Digital footprint’ ‡ÊéŒÊ¥ ∑§Ê ∑§ÊÚ¬Ë ∑§⁄UŸ ∑§ S≈Uå‚
Á‹Áπ∞–

(ii) Write the steps to convert the given text in capital letters.

ÁŒ∞ ª∞ ≈UÄS≈U ∑§Ê ∑Ò§Á¬≈U‹ •ˇÊ⁄UÊ¥ ◊¥ ’Œ‹Ÿ ∑§ S≈Uå‚ Á‹Áπ∞–

(iii) Identify and write the effects implied on DIGITAL FOOTPRINT.

DIGITAL FOOTPRINT ‡ÊéŒÊ¥ ¬⁄U ¡Ê ß»§Ä≈U ‹ªÊÿÊ ªÿÊ „Ò ©‚ ¬„øÊŸ∑§⁄U Á‹Áπ∞–

(iv) What is the alignment of the above text given in first and second paragraphs
respectively ?

™§¬⁄U ÁŒ∞ ª∞ ≈UÄS≈U ∑§ ¬„‹ •ÊÒ⁄U ŒÍ‚⁄U ¬Ò⁄UÊª˝Ê»§ ∑§Ê ∞‹ÊßŸ◊¥≈U ∑˝§◊‡Ê— ÄÿÊ „Ò?
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(b) Answer the following questions on the basis of the spreadsheet given below : 4

ÁŒ∞ ª∞ S¬Ò̋«U‡ÊË≈U ∑§ •ÊœÊ⁄U ¬⁄U ÁŸêŸÁ‹ÁπÃ ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U Á‹Áπ∞–

(i) Which is the active cell of the given spreadsheet ?

ŒË ªß¸ S¬Ò̋«U‡ÊË≈U ◊¥ ∑§ÊÒŸ ‚Ê ‚Ò‹ ∞ÁÄ≈Ufl ‚Ò‹ „Ò?

(ii) Write the steps to add one column for height before the column (C) weight.

∑§ÊÚ‹◊ (C) fl≈U ∑§ ¬„‹ ∞∑§ ∑§ÊÚ‹◊ „Êß¸≈U ∑§ Á‹∞ ∞«U ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

(iii) What is the content of cell A1 ?

‚Ò‹ A1 ∑§Ê ∑¥§≈¥U≈U ÄÿÊ „Ò?

(iv) Write the formula to display average weight in cell C12.

‚Ò‹ C12 ◊¥ •ÊÒ‚Ã fl≈U ¬˝ŒÁ‡Ê¸Ã ∑§⁄UŸ ∑§Ê »§ÊÚ◊Í̧‹Ê Á‹π¥–

- o O o -
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DATA ENTRY OPERATIONS (Theory)

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚ (Á‚hÊãÃ)
(336)

Day and Date of Examination :

(¬⁄UËˇÊÊ ∑§Ê ÁŒŸ fl ÁŒŸÊ¥∑§)

Signature of Invigilators :

(ÁŸ⁄UËˇÊ∑§Ê¥ ∑§ „SÃÊˇÊ⁄U) 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. 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.

4. Answers for questions, like matching, True or False, Fill in the blanks, etc., are to be given in the answer-book.

5. Write your Question Paper code No. 64/OSS/2-Con the Answer-Book.

‚Ê◊Êãÿ •ŸÈŒ‡Ê —

1. ¬⁄UËˇÊÊÕË¸ ¬˝‡Ÿ-¬òÊ ∑§ §¬„‹ ¬Îc∆U ¬⁄U •¬ŸÊ •ŸÈ∑˝§◊Ê¥∑§ •fl‡ÿU Á‹π¥–

2. ∑Î§¬ÿÊ ¬˝‡Ÿ-¬òÊ ∑§Ê ¡ÊÚ°ø ‹¥ Á∑§ ¬˝‡Ÿ-¬òÊ ∑§ ∑È§‹ ¬Îc∆UÊ¥ ÃÕÊ ¬˝‡ŸÊ¥ ∑§Ë ©ÃŸË „Ë ‚¥ÅUÿÊ „Ò Á¡ÃŸË ¬˝Õ◊ ¬Îc∆ ∑ §‚’‚ ™§¬⁄U ¿U¬Ë „Ò– ß‚
’ÊÃ ∑§Ë ¡ÊÚ°ø ÷Ë ∑§⁄U ‹¥ Á∑§ ¬˝‡Ÿ ∑˝ Á◊∑§ UM§¬ ◊¥ „Ò¥–

3. § ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ◊¥ ¬„øÊŸ-Áøq ’ŸÊŸ •ÕflÊ ÁŸÁŒ¸c≈U SÕÊŸÊ¥ ∑§§•ÁÃÁ⁄UÄÃ ∑§„Ë¥ ÷Ë •ŸÈ∑˝§◊Ê¥∑§ Á‹πŸ ¬⁄U ¬⁄UËˇÊÊÕË¸ ∑§Ê •ÿÊÇÿ ∆U„⁄UÊÿÊ
¡ÊÿªÊ–

4. § ∞‚ ¬˝‡Ÿ ¡Ò‚ Á◊‹ÊŸ ∑§⁄UŸÊ, ‚„Ë •ÕflÊ $ª‹Ã, Á⁄UÄÃ SÕÊŸ ÷⁄UÊ •ÊÁŒ ∑§ ©ûÊ⁄U, ©ûÊ⁄U-¬ÈÁSÃ∑§Ê ◊¥ Á‹π¥–

5. •¬ŸË ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ¬⁄U ¬˝‡Ÿ-¬òÊ ∑§Ë ∑§Ê«U ‚¥ÅÿÊ 64/OSS/2-C Á‹π¥–

This Question Paper consists of 6 questions and 6 printed pages.

ß‚ ¬˝‡Ÿ-¬òÊ ◊¥ 6 ¬˝‡Ÿ ÃÕÊ 6 ◊ÈÁŒ˝Ã ¬Îc∆U „Ò¥–

Roll No.

•ŸÈ∑˝§◊Ê¥∑§
Code No.

∑§Ê«U Ÿ¥.
64/OSS/2

SET/‚≈ C
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DATA ENTRY OPERATIONS (Theory)

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚ (Á‚hÊãÃ)

(336)

Time : 2 Hours ] [ Maximum Marks : 40

‚◊ÿ — 2 ÉÊá≈U ] [ ¬ÍáÊÊZ∑§ — 40

Note : All questions are compulsory and carry marks as indicated against each question.

ÁŸŒ¸‡Ê — ‚÷Ë ¬˝‡Ÿ •ÁŸflÊÿ¸ „Ò¥ •ÊÒ⁄U ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ •¥∑§ ©‚∑§ ‚Ê◊Ÿ ÁŒ∞ ª∞ „Ò¥–

1. Fill in the blanks for the following : ½x10=5

ÁŸêŸÁ‹ÁπÃ ◊¥ Á⁄UÄÃ SÕÊŸÊ¥ ∑§Ë ¬ÍÁÃ¸ ∑§ËÁ¡∞ —

(a) DNS is __________ Name System. ½

«UË.∞Ÿ.∞‚. ∑§Ê •Õ¸ „Ò __________ Ÿ◊ Á‚S≈U◊–
(b) In PowerPoint all slides can be reordered in __________ view. ½

¬ÊÚfl⁄U ¬ÊÚß¥≈U ◊¥ ‚÷Ë S‹Êß«UÊ¥ ∑§Ê __________ √ÿÍ ◊¥ ⁄UË-•ÊÚ«¸⁄U Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–
(c) Leased line connection is __________ and is specifically used by large organisations.

‹Ëí«∏ ‹ÊßŸ ∑§ŸÄ‡ÊŸ __________ „Ò •ÊÒ⁄U ß‚∑§Ê Áfl‡Ê· M§¬ ‚ ’«∏ ‚¥SÕÊŸÊ¥ mÊ⁄UÊ ßSÃ◊Ê‹ Á∑§ÿÊ ¡ÊÃÊ „Ò–
(d) Primary memory is directly accessed by the central __________ unit. ½

¬˝Êß◊⁄UË ◊◊Ê⁄UË ◊¥ ‚¥≈˛U‹ __________ ÿÍÁŸ≈U mÊ⁄UÊ ‚Ëœ ¬˝fl‡Ê Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–
(e) CTRL+O  is the shortcut key to __________ any existing document. ½

CTRL+O ‡ÊÊÚ≈¸U∑§≈U ∑§Ë ‚ Á∑§‚Ë ÷Ë ◊ÊÒ¡ÍŒ ŒSÃÊfl¡ ∑§Ê __________ ¡Ê ‚∑§ÃÊ „Ò–
(f) VDU is also known as __________. ½

flË.Á«U.ÿÍ. ∑§Ê __________ ÷Ë ∑§„Ê ¡ÊÃÊ „Ò–
(g) __________ is an output device which allows you to listen to voice or music as output.

__________ ∞∑§ •Ê©≈U¬È≈U Á«UflÊß‚ „Ò ¡Ê •Ê¬∑§Ê •ÊflÊ¡ •ÕflÊ ‚¥ªËÃ ∑§Ê •Ê©≈U¬È≈U ∑§ M§¬ ◊¥ ‚ÈŸŸ ∑§Ë
•ŸÈ◊ÁÃ ŒÃË „Ò–

(h) Read only document can not be __________ by the user. ½

⁄UË«U •Êã‹Ë «UÊÚÄÿÍ◊¥≈U ∑§Ê ÿÍ¡⁄U mÊ⁄UÊ __________ Ÿ„Ë¥ Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

(i) __________ connection is permanent and is specifically used by large organisations.

__________ ∑§ŸÄ‡ÊŸ SÕÊß¸ „ÊÃÊ „Ò •ÊÒ⁄U ß‚∑§Ê ¬˝ÿÊª Áfl‡Ê· ÃÊÒ⁄U ¬⁄U ’«∏ ‚¥SÕÊŸÊ¥ mÊ⁄UÊ „ÊÃÊ „Ò–

(j) The software that reads a program written in Assembly language and translates it into

an equivalent program in machine language is called as __________.

∞‚Ê ‚ÊÚç≈Uflÿ⁄U ¡Ê ∞‚ê’‹Ë ÷Ê·Ê ∑§ ¬˝Êª˝Ê◊ ∑§Ê ©‚∑§ ‚◊∑§ˇÊ ◊‡ÊËŸ ÷Ê·Ê ◊¥ •ŸÈflÊŒ ∑§⁄UÃÊ „Ò, __________

∑§„‹ÊÃÊ „Ò–

½

½

½

½
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2. State True or False : ½x10=5

‚„Ë ÿÊ ª‹Ã Á‹Áπ∞ —

(a) New files can be created through the control panel. ½

∑¥§≈˛UÊ‹ ¬ÒŸ‹ mÊ⁄UÊ Ÿß¸ »§Êß‹¥ ÃÒÿÊ⁄U ∑§Ë ¡Ê ‚∑§ÃË „Ò–

(b) 192.168.0.154 is an example of IP addresses. ½

192.168.0.154 •Êß¸.¬Ë. ∞«˛U‚ ∑§Ê ∞∑§ ©ŒÊ„⁄UáÊ „Ò–

(c) Uninstallation of a program can be done using control panel. ½

∑¥§≈˛UÊ‹ ¬ÒŸ‹ mÊ⁄UÊ Á∑§‚Ë ¬˝Êª˝Ê◊ ∑§Ê •ŸßãS≈UÊÚ‹‡ÊŸ Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

(d) The full form of CRT is Coding Ray Tube. ½

CRT ∑§Ê ¬ÍáÊ¸ SflM§¬ „Ò ∑§ÊÁ«¥Uª ⁄U ≈KÍ’–

(e) jpg is the extension of PowerPoint presentation file. ½

jpg ¬ÊÚfl⁄U¬ÊÚß¥≈U ¬̋¡ã≈U‡ÊŸ »§Êß‹ ∑§Ê ∞Ä‚≈¥U‡ÊŸ „Ò–

(f) .pptx is the extension of PowerPoint presentation files. ½

.pptx  ¬ÊÚfl⁄¬ÊÚß¥≈U ¬̋¡ã≈U‡ÊŸ »§Êß‹Ê¥ ∑§Ê ∞Ä‚≈U¥‡ÊŸ „ÊÃÊ „Ò–

(g) You can export and save your word document in PDF and XPS file format. ½

•Ê¬ •¬Ÿ fl«¸ «UÊÚÄÿÍ◊¥≈U ∑§Ê PDF •ÊÒ⁄U XPS »§Êß‹ »§ÊÚ◊̧≈U ◊¥ ‚fl •ÊÒ⁄U ∞Ä‚¬Ê≈¸U ∑§⁄U ‚∑§Ã „Ò¥–

(h) Windows Explorer displays the hierarchical list of files, folders and storage drives on
your computer.

Áfl¥«UÊ¡ ∞Ä‚å‹Ê⁄U⁄U •Ê¬∑§ ∑§êåÿÍ≈U⁄U ¬⁄U ÁSÕÃ S≈UÊ⁄U¡ «˛UÊßfl, »§ÊÀ«U⁄U •ÊÒ⁄U »§Êß‹Ê¥ ∑§Ë ¬Œ∑˝§◊ÊŸÈ‚Ê⁄U ‚ÍøË
¬˝ŒÁ‡Ê¸Ã ∑§⁄UÃÊ „Ò–

(i) By pressing Home key, it will take us to the start of the document. ½

„Ê◊ ∑§Ë Œ’ÊŸ ‚ „◊ «UÊÚÄÿÍ◊¥≈U ∑§Ë ‡ÊÈL§•ÊÃ ◊¥ ¬„È¥ø ¡ÊÃ „Ò–

(j) The full form of LCD in LCD type monitor is Liquid Crystal Display. ½

∞‹.‚Ë.«UË. ≈UÊß¬ ◊ÊÚŸË≈U⁄U ◊¥ ∞‹.‚Ë.«UË. ∑§Ê ¬ÍáÊ¸ SflM§¬ „ÊÃÊ „Ò Á‹ÁÄfl«U Á∑˝§S≈U‹ Á«USå‹–

½
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3. Define the following terms (any two) : 1x2=2

ÁŸêŸÁ‹ÁπÃ ∑§Ê ¬Á⁄U÷ÊÁ·Ã ∑§ËÁ¡∞ (Á∑§ã„Ë¥ ŒÊ) —

(a) Page Break 1

¬¡ ’̋∑§

(b) Track Ball 1

≈Ǫ̀U∑§ ’ÊÚ‹

(c) Number Tab of Formatting cells of a spreadsheet 1

S¬Ò̋«U‡ÊË≈U ∑§ »§ÊÚ◊̧Á≈¥Uª ‚ÒÀ‚ ∑§Ê Ÿ¥’⁄U ≈ÒU’

4. Write short notes on the following : 2x5=10

ÁŸêŸÁ‹ÁπÃ ¬⁄U ‚¥ÁˇÊåÃ Á≈Uå¬áÊË Á‹Áπ∞ —

(a) Use of Header and Footer option 2

„Ò«U⁄U ∞fl¥ »È§≈U⁄U Áfl∑§À¬ ∑§Ê ¬˝ÿÊª

(b) Design template of PowerPoint 2

¬ÊÚfl⁄U ¬ÊÚß¥≈U ∑§Ê Á«U$¡ÊßŸ ≈Uê¬‹≈U

(c) Slide layout and their uses. 2

S‹Êß«U ‹•Ê©≈U ∞fl¥ ©Ÿ∑§ ©¬ÿÊª–

(d) Computer operations and role of Control Unit 2

∑¥§åÿÍ≈U⁄U ∑§ ∑§Êÿ¸ •ÊÒ⁄U ∑¥§≈˛UÊ‹ ÿÍÁŸ≈U ∑§Ë ÷ÍÁ◊∑§Ê

(e) Rename a file or folder 2

»§Êß‹ •ÕflÊ »§ÊÀ«U⁄U ∑§Ê ⁄UËŸ◊ ∑§⁄UŸÊ

5. Differentiate between the following : 2x5=10

ÁŸêŸÁ‹ÁπÃ ◊¥ •¥Ã⁄U S¬c≈U ∑§ËÁ¡∞ —

(a) MIN() function and MAX() function 2

Á◊Ÿ() »¥§Ä‡ÊŸ ∞fl¥ ◊ÒÄ‚() »¥§Ä‡ÊŸ

(b) SUM() Function and SUMIF() Function 2

‚◊() »¥§Ä‡ÊŸ •ÊÒ⁄U ‚◊ß»§() »¥§Ä‡ÊŸ

(c) Line chart and XY Scatter chart 2

‹ÊßŸ øÊ≈¸U •ÊÒ⁄U XY S∑Ò§≈U⁄U øÊ≈¸

(d) Workbook protection using password and making it Read only. 2

¬Ê‚fl«¸U ∑§ ¬˝ÿÊª ‚ fl∑¸§’È∑§ ∑§Ë ‚È⁄UˇÊÊ •ÊÒ⁄U ß‚ ⁄UË«U •Êã‹Ë ’ŸÊŸÊ

(e) Font face and Font style 2

»§Ê°≈U »§‚ •ÊÒ⁄U »§Ê°≈U S≈UÊß‹
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6. Answer the following : 4+4=8

ÁŸêŸÁ‹ÁπÃ ∑§ ©ûÊ⁄U ŒËÁ¡∞ —

(a) Based on the given text, answer all the questions : 4

ÁŒ∞ ª∞ ≈UÄS≈U ∑§ •ÊœÊ⁄U ¬⁄U, ‚÷Ë ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U ŒËÁ¡∞–

A trail of data you create while

using the Internet is known as

DIGITAL FOOTPRINT

It includes the websites you visit, emails you send,

and information you submit to online services. A

“Passive                              ’’ is a data trail you unintentionally leave

online.

(i) Write the steps to remove the underline of the word ‘passive’.

‡ÊéŒ “¬ÒÁ‚fl” ∑§Ë •¥«U⁄U‹ÊßŸ „≈UÊŸ ∑§ S≈Uå‚ Á‹Áπ∞–

(ii) What is the alignment of the above text given in first and second paragraphs
respectively ?

™§¬⁄U ÁŒ∞ ª∞ ≈UÄS≈U ∑§ ¬„‹ •ÊÒ⁄U ŒÍ‚⁄U ¬Ò⁄UÊª˝Ê»§ ∑§Ê ∞‹ÊßŸ◊¥≈U ∑˝§◊‡Ê— ÄÿÊ „Ò?

(iii) Identify and write the effects implied on DIGITAL FOOTPRINT.

DIGITAL FOOTPRINT ‡ÊéŒÊ¥ ¬⁄U ¡Ê ß»§Ä≈U ‹ªÊÿÊ ªÿÊ „Ò ©‚ ¬„øÊŸ∑§⁄U Á‹Áπ∞–

(iv) Write the steps to copy the words ‘Digital footprint’ in the blank after the word
‘Passive’.

‘Passive’ ‡ÊéŒ ∑§ ’ÊŒ ÁŒ∞ ª∞ Á⁄UÄÃ SÕÊŸ ◊¥ ‘Digital footprint’ ‡ÊéŒÊ¥ ∑§Ê ∑§ÊÚ¬Ë ∑§⁄UŸ ∑§ S≈Uå‚
Á‹Áπ∞–
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(b) Answer the following questions on the basis of the spreadsheet given below : 4

ÁŒ∞ ª∞ S¬Ò̋«U‡ÊË≈U ∑§ •ÊœÊ⁄U ¬⁄U ÁŸêŸÁ‹ÁπÃ ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U Á‹Áπ∞–

(i) Write the steps to add one column for height before the column (C) weight.

∑§ÊÚ‹◊ (C) fl≈U ∑§ ¬„‹ ∞∑§ ∑§ÊÚ‹◊ „Êß¸≈U ∑§ Á‹∞ ∞«U ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

(ii) What is the content of cell A1 ?

‚Ò‹ A1 ∑§Ê ∑¥§≈¥U≈U ÄÿÊ „Ò?

(iii) Write the formula to display the maximum of all the weight and display it in cell
C11.

‚Ò‹ C11 ◊¥ •Áœ∑§Ã◊ fl≈U ¬˝ŒÁ‡Ê¸Ã ∑§⁄UŸ ∑§ Á‹∞ »§ÊÚ◊Í̧‹Ê Á‹π¥–

(iv) What is the content of the cell A11 ?

‚Ò‹ A11 ∑§Ê ∑¥§≈U¥≈U ÄÿÊ „Ò?

- o O o -


