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This Question Paper consists of 25 questions and 15 printed pages. 

 -  25   15    
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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 the 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. Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, Earphone or any 
such electronic devices in the Examination Hall. 

 7. In case of any doubt or confusion in the question paper, the English Version will prevail. 

 8. Write your Question Paper Code No. 70/OS/2, Set -  A  on the Answer-Book. 

 9. (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 questions will be yours only. 
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   

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

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

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

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

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

6.      ,  , ,      
         

7. -                  

8.  -  -    70/OS/2,   A    

 9. () -  /      ,          
       

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

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

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

 

 

 

Note /  : 
(1) Answers of all questions are to be given in the Answer-Book given to you. 
         -     
(2) 15 minutes time has been allotted to read this question paper. The question paper will be 

distributed at 02.15 p.m. From 02.15 p.m. to 02.30 p.m., the students will read the question 
paper only and will not write any answer on the answer-book during this period.  

  -     15        -     02.15  
   02.15   02.30     -         
-       
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DATA ENTRY OPERATIONS  

  
(229) 

Time : 2 Hours ] [ Maximum Marks : 40 
  2  ] [    40 
 

Note : (i) This question paper consists of 25 questions in all.  

  (ii) All questions are compulsory. 

  (iii) Marks are given against each question. 

  (iv) Section – A consists of  

   (a) Question Nos. 1 to 7 (Multiple Choice type Questions (MCQs) carrying         

1 mark each). Select and write the most appropriate option out of the four 

options given in each of these questions. 

   (b) Question Nos. 8 to 17 are Objective type questions. Question Nos. 8 to 10 

are carrying 2 marks each (with 2 sub-parts of 1 mark each) and Question 

Nos. 11 to 17 are carrying 1 mark each. Attempt Question Nos. 11 to 17 as 

per the instructions given for each of the questions.   

  (v) Section – B consists of : 

   (a) Question Nos. 18 to 22 (Very short answer-type questions carrying 2 marks 

each) to be answered in the range of 30-50 words.  

   (b) Question Nos. 23 and 24 (Short answer-type questions carrying 3 marks 

each) to be answered in the range of 50-80 words. 

   (c) Question No. 25 (Long answer-type question carrying 4 marks) to be 

answered in the range of 80-120 words.  

   (d) Section-B offers internal choices for some questions. Attempt only one of the 

given choices in such questions. 
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  (i)  -   25      

  (ii)      

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

  (iv) -    : 

   (a) - 1  7  (    (MCQs),  1  )   
                 

   (b) - 8  17       - 8  10  2     
( 1   2 -  )  - 11  17            
1     - 11  17                     

   

  (v)  –     : 

   (a) - 18  22 (    ,  2  )   30  50 

     

   (b) - 23  24 (   ,  3  )   50  80 
    

   (c) - 25 (-   , 4  )   80  120   
  

   (d) -                   
        
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Section – A 

 –  

 

1. __________ help us to see and demonstrate the fluctuations with respect to the stock 

market prices.    1 

 (A) Stock charts  

 (B) Radar charts 

 (C) Area charts   

 (D) Line charts 

 __________         -        

   

 (A)    

 (B)   

 (C)    

 (D)   

 

2. What is MS PowerPoint ?   1 

 (A) A video editing software  

 (B) A spreadsheet software 

 (C) A word processing software  

 (D) A presentation software 
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      ? 

 (A)      

 (B)    

 (C)      

 (D)    

 

3. The shortcut key to copy the text is __________. 1 

 (A) Ctrl + V   

 (B) Ctrl + S 

 (C) Ctrl + E   

 (D) Ctrl + C 

       _____    

 (A) Ctrl + V  

 (B) Ctrl + S 

 (C) Ctrl + E  

 (D) Ctrl + C 
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4. The size of the font is measured in __________. 1 

 (A) Dots    

 (B) Length 

 (C) Inches   

 (D) Points 

    _____      

 (A)   

 (B)  

 (C)   

 (D)  

 

5. What types of function is used to add the cells with respect to a given criteria ? 1 

 (A) SUM( ) function  

 (B) AUTOSUM( ) function 

 (C) SUMIF( ) function  

 (D) Criteria function 

                     ? 

 (A) ( )   

 (B) ( )  

 (C) ( )   

 (D) ( )  
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6. Which of the following steps add borders and shading to ordinary text and to the 

paragraph ?     1 

 (A) Home  Paragraphs  Border and Shading 

 (B) Border  Paragraphs 

 (C) Paragraph  Cells  

 (D) Home  Insert  Border 

                    ? 

 (A)         

 (B)    

 (C)     

 (D)      

 

7. This function is used to count the number of numerical values in a range 1 

 (A) COUNT( )   

 (B) COUNTBLANK( ) 

 (C) COUNTIF( )  

 (D) COUNTA( ) 
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                    

 (A)  ( )  

 (B)  ( ) 

 (C)  ( )  

 (D)  A ( ) 

 

8. In the following questions, two statements marked as Assertion (A) and Reason (R) 

are given. Choose the correct answer out of the options given below each question : 2 

             (A)   (R)       

               : 

 (i) Assertion (A) : A computer follows the Input – Process – Output (IPO) cycle. 

  Reason (R) : A computer receives data, processes it and then produces 

information as output. 

  (A) Both (A) and (R) are true and (R) is the correct explanation for (A). 

  (B) Both (A) and (R) are true but (R) is not the correct explanation for (A). 

  (C) (A) is true but (R) is false. 

  (D) (A) is false but (R) is true. 

   (A) :   -- (IPO)       

   (R) :      ,          

      

  (A) (A)  (R)     (R), (A)       

  (B) (A)  (R)     (R), (A)       

  (C) (A)    (R)    

  (D) (A)    (R)    
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 (ii) Assertion (A) : Printer is an output device. 

  Reason (R) : Printer prints the hard copy or printout of the document created in 

the computer. 

  (A) Both (A) and (R) are true and (R) is the correct explanation for (A). 

  (B) Both (A) and (R) are true but (R) is not the correct explanation for (A). 

  (C) (A) is true but (R) is false. 

  (D) (A) is false but (R) is true. 

   (A) :       

   (R) :                 

  (A) (A)  (R)     (R), (A)       

  (B) (A)  (R)     (R), (A)       

  (C) (A)    (R)    

  (D) (A)    (R)    

 

9. State true or false for the following :   2 

 (a) System software manages the hardware and basic system operations. 

 (b) An antivirus program is considered as system software. 
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        : 

 (a)             

 (b)          

 

10. Fill in the blanks for the following :    2 

 (a) To select all content in a document, press Ctrl + __________. 

 (b) The key for deleting text towards left of the cursor is called __________. 

         : 

 (a)           Ctrl + _____   

 (b)            (Key) _____   

 

11. The space between the edge of the page and the text is called a __________. 1 

           _____     
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12. The feature used to create a list and for bringing main points to a reader’s attention is 

called _________.   1 

                    

 _____    

 

13. The orientation of a document can be Portrait or __________. 1 

      _____     

 

14. A _________ is used to perform calculations in a spreadsheet. 1 

 _____            

 

15. To find the highest value in a range, use the _________ function. 1 

          _____      

 

16. A _________ chart is useful for comparing data across categories. 1 

 _____              

 

17. A _______ is a visual representation of data.  1 

 _____         
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Section – B 

 –  

 

18. What is the use of animations in a presentation ? 2 

         ? 

OR/ 

 What is a Transition Effect ? 

      ? 

 

19. What are hardware and software ?   2 

       ? 

OR/ 

 What is the function of a Mouse ? 

       ? 

 

20. What is the role of Main Document in Mail Merge ? 2 

           ? 
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21. Name any two views available in PowerPoint and explain briefly. 2 

                

 

22. What is the importance of a slide in a presentation ? 2 

          ? 

 

23. What is the difference between a system software and an application software ? 3 

           ? 

 

24. Write the steps for changing layout of a slide in PowerPoint. 3 

            

OR/ 

 What is Blank presentation in MS PowerPoint ? Explain its features. 

          ?       
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25. What types of documents are required for Mail Merge ? 4 

             ? 

OR/ 

 Write the steps for creating a Data Source in MS Word for Mail Merge. 

                  

_______________ 
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This Question Paper consists of 25 questions and 15 printed pages. 

 -  25   15    
 

Roll No. 

 

 
 

 

           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 the 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. Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, Earphone or any 
such electronic devices in the Examination Hall. 

 7. In case of any doubt or confusion in the question paper, the English Version will prevail. 

 8. Write your Question Paper Code No. 70/OS/2, Set -  B  on the Answer-Book. 

 9. (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 questions will be yours only. 

 

Code No. 
 . 70/OS/2 

SET/  B 

9098B 
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   

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

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

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

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

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

6.      ,  , ,      
         

7. -                  

8.  -  -    70/OS/2,   B    

 9. () -  /      ,          
       

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

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

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

 

 

 

Note /  : 
(1) Answers of all questions are to be given in the Answer-Book given to you. 
         -     
(2) 15 minutes time has been allotted to read this question paper. The question paper will be 

distributed at 02.15 p.m. From 02.15 p.m. to 02.30 p.m., the students will read the question 
paper only and will not write any answer on the answer-book during this period.  

  -     15        -     02.15  
   02.15   02.30     -         
-       
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DATA ENTRY OPERATIONS  

  
(229) 

Time : 2 Hours ] [ Maximum Marks : 40 
  2  ] [    40 
 

Note : (i) This question paper consists of 25 questions in all.  

  (ii) All questions are compulsory. 

  (iii) Marks are given against each question. 

  (iv) Section – A consists of  

   (a) Question Nos. 1 to 7 (Multiple Choice type Questions (MCQs) carrying         

1 mark each). Select and write the most appropriate option out of the four 

options given in each of these questions. 

   (b) Question Nos. 8 to 17 are Objective type questions. Question Nos. 8 to 10 

are carrying 2 marks each (with 2 sub-parts of 1 mark each) and Question 

Nos. 11 to 17 are carrying 1 mark each. Attempt Question Nos. 11 to 17 as 

per the instructions given for each of the questions.   

  (v) Section – B consists of : 

   (a) Question Nos. 18 to 22 (Very short answer-type questions carrying 2 marks 

each) to be answered in the range of 30-50 words.  

   (b) Question Nos. 23 and 24 (Short answer-type questions carrying 3 marks 

each) to be answered in the range of 50-80 words. 

   (c) Question No. 25 (Long answer-type question carrying 4 marks) to be 

answered in the range of 80-120 words.  

   (d) Section-B offers internal choices for some questions. Attempt only one of the 

given choices in such questions. 
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  (i)  -   25      

  (ii)      

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

  (iv) -    : 

   (a) - 1  7  (    (MCQs),  1  )   
                 

   (b) - 8  17       - 8  10  2     
( 1   2 -  )  - 11  17              
1     - 11  17                     

   

  (v)  –     : 

   (a) - 18  22 (    ,  2  )   30  50 

     

   (b) - 23  24 (   ,  3  )   50  80 
    

   (c) - 25 (-   , 4  )   80  120   
  

   (d) -                   
        
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Section – A 

 –  

 

1. Identify the group in the Home tab under which you can find cut, copy and paste 

options.     1 

 (A) Font   (B) Paragraph 

 (C) Editing  (D) Clipboard 

           ,         

 (A)  (B)  

 (C)  (D)  

 

2. Which of the following steps add borders and shading to ordinary text and to the 

paragraph ?     1 

 (A) Home  Paragraphs  Border and Shading 

 (B) Border  Paragraphs 

 (C) Paragraph  Cells  

 (D) Home  Insert  Border 
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                    ? 

 (A)         

 (B)    

 (C)     

 (D)      

 

3. Which option is used to change the colour behind a text selection ? 1 

 (A) Font colour  

 (B) Highlight colour 

 (C) Shading colour 

 (D) Border colour 

                   ? 

 (A)   

 (B)   

 (C)   

 (D)   
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4. What types of function is used to add the cells with respect to a given criteria ? 1 

 (A) SUM( ) function  

 (B) AUTOSUM( ) function 

 (C) SUMIF( ) function  

 (D) Criteria function 

                     ? 

 (A) ( )   

 (B) ( )  

 (C) ( )   

 (D) ( )  

 

5. The size of the font is measured in __________. 1 

 (A) Dots    

 (B) Length 

 (C) Inches   

 (D) Points 

    _____      

 (A)   

 (B)  

 (C)   

 (D)  
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6. The shortcut key to copy the text is __________. 1 

 (A) Ctrl + V   

 (B) Ctrl + S 

 (C) Ctrl + E   

 (D) Ctrl + C 

       _____    

 (A) Ctrl + V  

 (B) Ctrl + S 

 (C) Ctrl + E  

 (D) Ctrl + C 

 

7. The SUMIF function ignores blank and __________ values. 1 

 (A) Text   

 (B) Number 

 (C) Zero   

 (D) Negative 

      _____       

 (A)  

 (B)  

 (C)  

 (D)  
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8. Fill in the blanks for the following :    2 

 (a) To select all content in a document, press Ctrl + __________. 

 (b) The key for deleting text towards left of the cursor is called __________. 

         : 

 (a)           Ctrl + _____   

 (b)            (Key) _____   

 

9.  In the following questions, two statements marked as Assertion (A) and Reason (R) 

are given. Choose the correct answer out of the options given below each question : 2 

             (A)   (R)       

               : 

 (i) Assertion (A) : A computer follows the Input – Process – Output (IPO) cycle. 

  Reason (R) : A computer receives data, processes it and then produces 

information as output. 

  (A) Both (A) and (R) are true and (R) is the correct explanation for (A). 

  (B) Both (A) and (R) are true but (R) is not the correct explanation for (A). 

  (C) (A) is true but (R) is false. 

  (D) (A) is false but (R) is true. 



70/OS/2/229-B 10  
 

   (A) :   -- (IPO)       

   (R) :      ,          

      

  (A) (A)  (R)     (R), (A)       

  (B) (A)  (R)     (R), (A)       

  (C) (A)    (R)    

  (D) (A)    (R)    

 (ii) Assertion (A) : Printer is an output device. 

  Reason (R) : Printer prints the hard copy or printout of the document created in 

the computer. 

  (A) Both (A) and (R) are true and (R) is the correct explanation for (A). 

  (B) Both (A) and (R) are true but (R) is not the correct explanation for (A). 

  (C) (A) is true but (R) is false. 

  (D) (A) is false but (R) is true. 

   (A) :       

   (R) :                 

  (A) (A)  (R)     (R), (A)       

  (B) (A)  (R)     (R), (A)       

  (C) (A)    (R)    

  (D) (A)    (R)    
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10.  State true or false for the following :   2 

 (a) System software manages the hardware and basic system operations. 

 (b) An antivirus program is considered as system software. 

        : 

 (a)             

 (b)          

 

11. The AutoSum button is found on the __________ tab in Excel. 1 

   _____         

 

12. The orientation of a document can be Portrait or __________. 1 

      _____     

 

13. To copy a formula from one cell to another, we just drag the __________ and bring 

down to the required cell or cells.   1 

               _____      

       



70/OS/2/229-B 12  
 

14.  To find the highest value in a range, use the _________ function. 1 

          _____      

 

15.  The feature used to create a list and for bringing main points to a reader’s attention is 

called _________.   1 

                    

 _____    

 

16. The AVERAGE function returns __________ value of the given arguments. 1 

       _____      

 

17.  A _________ is used to perform calculations in a spreadsheet. 1 

 _____            
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Section – B 

 –  

 

18. Define Word Processing Software and Library Information System Software. 2 

             

OR/ 

 Define Barcode Reader and OCR.  

           

 

19. What is a Trackball ? Explain briefly.   2 

    ?      

OR/ 

 What is the function of a Monitor and what are its types ?    

           ? 

 

20.  What is the importance of a slide in a presentation ? 2 

          ? 
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21.  What is the role of Main Document in Mail Merge ? 2 

           ? 

 

22.  Name any two views available in PowerPoint and explain briefly. 2 

                

 

23.  Write the steps for changing layout of a slide in PowerPoint. 3 

            

OR/ 

 What is Blank presentation in MS PowerPoint ? Explain its features. 

          ?       

 

24.  What is the difference between a system software and an application software ? 3 

           ? 
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25.  What types of documents are required for Mail Merge ? 4 

             ? 

OR/ 

 Write the steps for creating a Data Source in MS Word for Mail Merge. 

                  

_______________ 
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This Question Paper consists of 25 questions and 15 printed pages. 

 -  25   15    
 

Roll No. 

 

 
 

 

           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 the 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. Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, Earphone or any 
such electronic devices in the Examination Hall. 

 7. In case of any doubt or confusion in the question paper, the English Version will prevail. 

 8. Write your Question Paper Code No. 70/OS/2, Set -  C  on the Answer-Book. 

 9. (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 questions will be yours only. 

 

Code No. 
 . 70/OS/2 

SET/  C 

9098C 
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   

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

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

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

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

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

6.      ,  , ,      
         

7. -                  

8.  -  -    70/OS/2,   C    

 9. () -  /      ,          
       

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

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

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

 

 

 

Note /  : 
(1) Answers of all questions are to be given in the Answer-Book given to you. 
         -     
(2) 15 minutes time has been allotted to read this question paper. The question paper will be 

distributed at 02.15 p.m. From 02.15 p.m. to 02.30 p.m., the students will read the question 
paper only and will not write any answer on the answer-book during this period.  

  -     15        -     02.15  
   02.15   02.30     -         
-       
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DATA ENTRY OPERATIONS  

  
(229) 

Time : 2 Hours ] [ Maximum Marks : 40 
  2  ] [    40 
 

Note : (i) This question paper consists of 25 questions in all.  

  (ii) All questions are compulsory. 

  (iii) Marks are given against each question. 

  (iv) Section – A consists of  

   (a) Question Nos. 1 to 7 (Multiple Choice type Questions (MCQs) carrying         

1 mark each). Select and write the most appropriate option out of the four 

options given in each of these questions. 

   (b) Question Nos. 8 to 17 are Objective type questions. Question Nos. 8 to 10 

are carrying 2 marks each (with 2 sub-parts of 1 mark each) and Question 

Nos. 11 to 17 are carrying 1 mark each. Attempt Question Nos. 11 to 17 as 

per the instructions given for each of the questions.   

  (v) Section – B consists of : 

   (a) Question Nos. 18 to 22 (Very short answer-type questions carrying 2 marks 

each) to be answered in the range of 30-50 words.  

   (b) Question Nos. 23 and 24 (Short answer-type questions carrying 3 marks 

each) to be answered in the range of 50-80 words. 

   (c) Question No. 25 (Long answer-type question carrying 4 marks) to be 

answered in the range of 80-120 words.  

   (d) Section-B offers internal choices for some questions. Attempt only one of the 

given choices in such questions. 
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  (i)  -   25      

  (ii)      

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

  (iv) -    : 

   (a) - 1  7  (    (MCQs),  1  )   
                 

   (b) - 8  17       - 8  10  2     
( 1   2 -  )  - 11  17                
1     - 11  17                     

   

  (v)  –     : 

   (a) - 18  22 (    ,  2  )   30  50 

     

   (b) - 23  24 (   ,  3  )   50  80 
    

   (c) - 25 (-   , 4  )   80  120   
  

   (d) -                   
        

 



70/OS/2/229-C 5  [Contd...
 

Section – A 

 –  

 

1.  What is MS PowerPoint ?   1 

 (A) A video editing software  

 (B) A spreadsheet software 

 (C) A word processing software  

 (D) A presentation software 

      ? 

 (A)      

 (B)    

 (C)      

 (D)    

 

2. Which of the following is considered as an important feature of a Trackball ? 1 

 (A) Output device (B) Pointing device 

 (C) Storage device (D) Display device 

              ? 

 (A)   (B)   

 (C)   (D)   
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3. __________ help us to see and demonstrate the fluctuations with respect to the stock 

market prices.    1 

 (A) Stock charts  

 (B) Radar charts 

 (C) Area charts   

 (D) Line charts 

 __________         -        

   

 (A)    

 (B)   

 (C)    

 (D)   

 

4.  What types of function is used to add the cells with respect to a given criteria ? 1 

 (A) SUM( ) function  

 (B) AUTOSUM( ) function 

 (C) SUMIF( ) function  

 (D) Criteria function 
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                     ? 

 (A) ( )   

 (B) ( )  

 (C) ( )   

 (D) ( )  

 

5.  The size of the font is measured in __________. 1 

 (A) Dots    

 (B) Length 

 (C) Inches   

 (D) Points 

    _____      

 (A)   

 (B)  

 (C)   

 (D)  
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6. Which of the following category of devices, does the Touch Screen fall into ?  1 

 (A) Output devices 

 (B) Input devices 

 (C) Processing devices 

 (D) Storage devices 

                  ? 

 (A)   

 (B)   

 (C)   

 (D)   

 

7. Which of the following is an example of System Software ? 1 

 (A) MS Word  (B) ORACLE 

 (C) Windows  (D) Adobe Photoshop 

          ? 

 (A)    (B)  

 (C)  (D)   
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8.  State true or false for the following :   2 

 (a) System software manages the hardware and basic system operations. 

 (b) An antivirus program is considered as system software. 

        : 

 (a)             

 (b)          

 

9.  In the following questions, two statements marked as Assertion (A) and Reason (R) 

are given. Choose the correct answer out of the options given below each question : 2 

             (A)   (R)       

               : 

 (i) Assertion (A) : A computer follows the Input – Process – Output (IPO) cycle. 

  Reason (R) : A computer receives data, processes it and then produces 

information as output. 

  (A) Both (A) and (R) are true and (R) is the correct explanation for (A). 

  (B) Both (A) and (R) are true but (R) is not the correct explanation for (A). 

  (C) (A) is true but (R) is false. 

  (D) (A) is false but (R) is true. 
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   (A) :   -- (IPO)       

   (R) :      ,          

      

  (A) (A)  (R)     (R), (A)       

  (B) (A)  (R)     (R), (A)       

  (C) (A)    (R)    

  (D) (A)    (R)    

 (ii) Assertion (A) : Printer is an output device. 

  Reason (R) : Printer prints the hard copy or printout of the document created in 

the computer. 

  (A) Both (A) and (R) are true and (R) is the correct explanation for (A). 

  (B) Both (A) and (R) are true but (R) is not the correct explanation for (A). 

  (C) (A) is true but (R) is false. 

  (D) (A) is false but (R) is true. 

   (A) :       

   (R) :                 

  (A) (A)  (R)     (R), (A)       

  (B) (A)  (R)     (R), (A)       

  (C) (A)    (R)    

  (D) (A)    (R)    
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10.  Fill in the blanks for the following :    2 

 (a) To select all content in a document, press Ctrl + __________. 

 (b) The key for deleting text towards left of the cursor is called __________. 

         : 

 (a)           Ctrl + _____   

 (b)            (Key) _____   

 

11. Software is a set of _______ used to operate computers and perform specific tasks. 1 

  _____                

      

 

12.  The space between the edge of the page and the text is called a __________. 1 

           _____     

 

13.  The feature used to create a list and for bringing main points to a reader’s attention is 

called _________.   1 

                    

 _____    
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14.  The orientation of a document can be Portrait or __________. 1 

      _____     

 

15. Symbolic codes or mnemonics are used in __________ language, to improve 

programming structure.   1 

       _____          

   

 

16.  A _________ is used to perform calculations in a spreadsheet. 1 

 _____            

 

17.  To find the highest value in a range, use the _________ function. 1 

          _____      
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Section – B 

 –  

 

18. What is System Software ?   2 

     ? 

OR/ 

 What is a Customized Package ? 

      ? 

 

19.  What is the importance of a slide in a presentation ? 2 

          ? 

 

20.  Name any two views available in PowerPoint and explain briefly. 2 

                

 

21.  What is the role of Main Document in Mail Merge ? 2 

           ? 
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22.  What are hardware and software ?   2 

       ? 

OR/ 

 What is the function of a Mouse ? 

       ? 

 

23. What is Application Software ? Explain the different types of Application Software 

with examples.    3 

     ?             

 

24.  Write the steps for changing layout of a slide in PowerPoint. 3 

            

OR/ 

 What is Blank presentation in MS PowerPoint ? Explain its features. 

          ?       
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25.  What types of documents are required for Mail Merge ? 4 

             ? 

OR/ 

 Write the steps for creating a Data Source in MS Word for Mail Merge. 

                  

_______________ 
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