This question paper consists of 8 questions and 8 printed pages.
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General Instructions :

1
2

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

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.

All the questions are to be answered within the allotted time.

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.

Write your Question Paper code No. 46/S/A on the answer-book.

(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, Oriya, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit
and Sindhi.
You are required to indicate the language you have choosen 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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DATA ENTRY OPERATIONS

TR Tl AT
(229)
Time : 2 Hours] [Maximum Marks : 40
o ;2 gue] [quie : 40
Note : (1) Attempt all questions.

(2) The question having 1 mark should be answered in about 10 words each.
(3) The question having 2 marks should be answered in about 30 words each.

(4) The question having 3 marks should be answered in about 50 words each.

fRar ¢ (1) AW weE & I AN |
(2) 1 3% I@ YA® YT B IAX @AW 10 g H AY |
(3) 2 3% AW YA® YT B IAX @AWT 30 & H MY |
(4) 3 3% I@ YA® UST B IO @AWT S0 g H AW |
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1
1 Match the following : 5 x6=3
A B
(a) Control panel (1) QWERTY
(b) Optical scanner (2) Predefined formulas
(¢) Small image of slide (3) Running Program's icon
(d) Functions (4) OCR
(e) Task Bar (5) Slide sorter view
(f) Key board (6) Add/Remove Programs
fr wis femsg
A B
(a) wgw I (1) QWERTY
(b) oAfeswd X (2) & ufeaiE i
(c) TES & Bl TN () T T WAT & AR
(d) T (4) LR, (OCR)
(e) @k A (5) WS W F
H @ (6) Ue/foqa
. ) 1
2 Write True / False for the following statements : EX6=3

(a) When a cell entry is too long, you may see ($$$$.3$) sign in the cell.
(b) CTRL+F is the keyboard short cut for find command.

(¢) Speaker is an input device.

(d) Laser printers are the least noisy printers.
(e) My Recent documents displays a list of recently used document by the current

use.

(f) Details of files such as name, type and size can be viewed through My Files.

Lk 122 A | B S o L

() 9 UH 99 ULl 9gd @dl Bl §, 1 Ul 4w H $$$$.38 o o= femw

3 B

(b) CTRLAF BES HATS & (0T & Sls HS 7|

(c) WY W& 37Yc [samd ol

(d) W R ae8 #F A HE (e ¥

(e) My Recent Documents (AT JHe SiRIHEH) HYE X &0 8@ H S
fopy T sfergEe @ fe femmr ¥

() wEd & QU TS S TW, 2EY SR WEA @ My File &1 <@l S

ghal & |
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3 Define the following : 1x4=4
(a) Machine language
(b) Title slide
(c) Bar charts

(d) Paragraph markers
e @ i fafeg
(@) WA A

(b) 2w wWES

() R =EH

(d) Tmmw AR

4 Write short notes on the following : 2%x4=8
(a) Operating system
(b) Format painter
(c) Object program
(d) Compiler
e w dfaa feoon (o Aem) fafag -
(a) SO RaeeH
(b) wiHe Y
(c) dilsstee U™

(d) wHEEY
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5 Differentiate between the following : 2x2=4
(a) Vertical Scroll bar and Horizontal Scroll bar
(b) Menus and Short cut menus.
L B < R Ll 1 L
(a) AEHA ThIA TR T B(Sied BhiA qX
(b) WY UwE 9 w2 AY

6 Answer the following questions : 2x5=10
(a) Write the steps to protect a work sheet.

(b) How can you change the column width or row height to fit the entered data

automatically ?
(c) What is the drag and drop method for moving the cell contents ?
(d) Explain the term moving text and write the steps to do so.

(¢) What do you mean by copying text in word documents ? Write the steps

to do so.

= el & s fafeg -
() UH Th9e @B GU&d (protect) @y & ww fafeaw)

(b) TX fpu U =T @ SAferdfed €4 € Rhe *HT & WU a9 @wi@H (column)
B AEE AT @i (row) B HAE Y §ed Ghd & 7

(c) ¥ Hee® @ a4 HW F U TN T 3T B AhHw wNW Y 7
(d) T TR 3H T W AUA B TY I BT & w W e

(e) TS STagie ¥ YR & HBIU BT & FF FT ¥ U 3 B b WA
w1 ¥ 7 T
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7 Answer the following : 2%x2=4

(a) Suppose you have typed a paragraph of text in a word document. Now you
are asked to move to the following points without using the mouse and only

by using the key board keys. Write the appropriate name of the key or keys :
(1) Beginning of the line

(i) End of the line

(i) Top of the document

(iv) End of the document

(b) Choose the correct key combinations from the two given options for doing

the following :

(i) For using Go To option : | Shift +G | or [ Ctrl+ G

(i) For starting Spell Check option : | F2| or | F7

(i FE | 2 B R e

(2) ¥ WG AT IS SlRHE H T % 250 fohar §1 orF oy e fogatt
W SN % fu wer s @ fes o o wew @ sk TR sl had
@ 9 @ B A WA BT T B b AW WG

(i) BT @ o H
(i) ®wET & ofd o
(iii) STREz ¥ g8 HW
(iv) Stz § ae@ -
(b) T &El & & F e g TR foeed ¥ @ 98 @ g9 @ gEE
fafaa

(i) Go To WM &1 WA & & ¢ : |Shit+G | = |Cul+G

(i) WA I® 9 WL & & fwg : |F2| a1 | F7
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8 Answer the following : 2%x2=4
(a) Write the steps for plotting a column chart for the given data of 4 students :

Maths | Physics | Chemistry
Sakshi 85 82 90
Ankita 90 85 94
Priya 85 87 91
Akhila 89 83 88

(b) In an Excel work sheet if cell Al contains the basic salary of a person as
12000 Rs., cell B1 contains Car allowance as 1500 Rs. and cell C1 contains
House rent allowance as 5000 Rs. Write a formula to calculate the following :

(1) Gross salary = Basic salary + Car allowance + House Rent allowance
(i) Net salary = Gross salary — 2% Basic salary.

L5 G 2 < R L

() IR BEN &1 SR A" & T ¥ 38 YR 9FaY Uh Hiad a1 Wie &

& ww fateg
Maths | Physics | Chemistry
Sakshi 85 82 90
Ankita 90 85 94
Priya 85 87 91
Akhila 89 83 88

(b) TH THW (Excel) ghelic ¥ aft a0 Al ¥ us =i o 9fqsw dad 12000 5.
fdl 73 2, 99 Bl ¥ I9®H ®R &1 F@RE 1500 & fW@r T ¥ el
Id C1 o IqH &89 & F@Rd 5000 & foran ww ¥ @ F= @l Bagee
(i) U@ FTA (Gross Salary) = afes ¥« (Basic Salary) + &R @RH
(Car Allowance) + ®=d® YT 1@S® (House Rent Allowance)

(i) < @U (Net Salary) = W@ d@d — 2% IR QU
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