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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. 70/0S/2, Set - 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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Note / fiesr :

(1) Answers of all questions are to be given in the Answer-Book given to you.
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(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.

39 TH- ! Ued o foTu 15 fie o1 wm fean o 8 | wea v 1 forawor Qe § 02.15 s
foram STTT 1 02.15 S F 02.30 S Tk BT had Y-UF bl Yol 3N 37 AR & e o
ITR-YfEThT T H1E I T for@ |

70/0S/2/229-A 2




DATA ENTRY OPERATIONS
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Time : 2 Hours | [ Maximum Marks : 40
quy : 2 "0 | [ 3Afereha™ 376 : 40
Note: (i) This question paper consists of 25 questions in all.
(i1))  All questions are compulsory.
(i11) 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.

(¢) 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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Section — A

g g - 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

B Wb HThe h! hHal H &l 1@ IAN-ed ol ¢4 3 34 T T Heg

HAE |

(A) %=
(B) TR
(C) U=

(D) TR =R

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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TH TH GeRyise 18 7

(A) U difean ufsfén aiwesr

(B) U TeIfic AR

(C) U g TR i

(D) Ueh Isi=eu HTFeaaT

3. The shortcut key to copy the text is
(A) Ctrl+V
(B) Ctrl+S
(C) Cul+E

(D) Ctl+C
TR HIHT B I Wcehe 6l BT R |

(A) Ctl+V
(B) Ctrl+8
(C) Ctl+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
GeH oy AR |
(4) fag
(B) =TS
©) =

(D) dise

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

T T U TSR 3 SR A 1 U B R R e 3 AR 1 T AT R 7
(A) FH() BRH

(B)  SATETEH( ) HeF

(C) THSH( ) HoRH

(D) SRTST( ) %
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6.  Which of the following steps add borders and shading to ordinary text and to the

paragraph ?

(A) Home — Paragraphs — Border and Shading
(B) Border — Paragraphs

(C) Paragraph — Cells

(D) Home — Insert — Border

freferftaa 5 @ fora ©w & g gy e 31 3 1 wist st afen ve fru S @ 7

(A) BH — YT — S1E g e

(B) ®Tel — YR

(C) % — Tl

(D) BH —> 38 —> §eL

7. This function is used to count the number of numerical values in a range
(A) COUNT()
(B) COUNTBLANK()
(C) COUNTIF()

(D) COUNTA()
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TG eI 1 IR Ush 11 oh et e Geatensh de s s G i o foru grar 2
(A) ®18E()

(B) ch1SEsih ()

(C) R ()

(D) WRTA ()

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
Har feu oy 7 o1 wem feu e £ e e (A) 3R O5F (R) @ fafea R mn
Teh T o A fou 7T foreheui § | T foehed T ST W

(1) 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.

TEI (A) : T HEI T -TET-313YE (IPO) FTEHheT hl T il 2 |

U (R) : T HPRILT ST UTH AT 8, TH TH LT g 37 fF 31=3eYe & &9

H AT Icq T § |
(A) (A) 3 (R) <HT & & 3T (R), (A) T TN 0 hLdT £ |
(B) (A) 3 (R) GH @&l & W (R), (A) T Gk Iui T2 2 |
(C) (A)FSEW(R) TR |
(D) (A)Teid 2 T (R) T & |
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(1)) 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.
TE (A) @ Tiet o seeye feamsH @ |

T R) : Tt Free ¥ dan fope e gEamast 1 fiesmse 2 g€ it fie s g |
(A) (A) 3 (R) <HT & & 3T (R), (A) T TN 0 hLdT £ |

(B) (A) 3 (R) THI Tl & W (R), (A) 1 HETh 01 &1 2 |

(C) (A)FEER(R)TAAR |

(D) (A)Ted 8 R (R) &I 2 |

9.  State true or false for the following :
(a) System software manages the hardware and basic system operations.

(b)  An antivirus program is considered as system software.
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T o fotu @&t =11 Treta T

(a) Toreen OitecRR BT 3R gl e J=meri o1 JeeH il @ |

(b) TG T ! ieeH HiFed = THT ST 8 |

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

T o5 foru Tk wormii 1 i shIfTe

(a) T SEATAS o U hod i freiae S & fotw Cirl + gy |

(b) oHER TSI & ST HI T S Teetie st sl sl (Key) 2|

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

U1 o TR 3R 2o o o1l ohl ST B A1 2 |
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12.

13.

14.

15.

16.

17.

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

called

Tl S IR ITSehi 1 LA A [6g3T1 dh STehiNd i o To1g ST Hl=R 1 T4 Bidl &
3 FEAE |

The orientation of a document can be Portrait or

TEATSS Sl FNUSTH TIe HAUT B HHATS |

A is used to perform calculations in a spreadsheet.
T ITATT TSI H Shopele g Hi o fI BT 2 |
To find the highest value in a range, use the function.

Terelt 390 © wod 31frehem o3y fepTeM < fotg HFH T ITIN A, |

A chart is useful for comparing data across categories.

I1E HT o 1T 6l o1 i b ToTT U BT & |

A is a visual representation of data.

BT 1 Th GRATcHe TEA 0T BIT 2 |
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Section — B

g - q

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

Teh Ysiee ™ T UHHS 1 ST T 3 7
OR/3YaT

What is a Transition Effect ?

TSI Sher FTEAT R 7

19.  What are hardware and software ? 2
TSI 3TN HTF AT AT B & 7
OR/3AgET

What is the function of a Mouse ?

TR HI T HE BAT S 7

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

e S 1 T ST 6 o g AN 2 7
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21. Name any two views available in PowerPoint and explain briefly.

TleRuTse § Iuciey fohedl ) o o am forfign 3fit deig & auiq ifse |

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

Teh IS0 B TATSS ol 1 HEwe il & 7

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

Tireen Gl 31 UfeTons™ digesat & i< &1 A g ?

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

QoY1 U Teh TATEE oh1 W33 9ot o L fafau |

OR/3AYaT

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

TH TH GeRU1Se § scich USi=ex o1 BIa1 & 7 SHeh! foriwaiati &1 o0 h |
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25.  What types of documents are required for Mail Merge ?

el 7St b ToTq fohT Teht o5 EdTalsil hl SATagehdT gldl & ?
OR/3aT

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

T 7S o foTe 1 1" € # Se1 919 99R i & fou @ ford |
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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. 70/0S/2, Set - 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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quy : 2 "0 | [ 3Afereha™ 376 : 40
Note: (i) This question paper consists of 25 questions in all.
(i1))  All questions are compulsory.
(i11) 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.

(¢) 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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Section — A

g g - 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

B9 29 o 3TcTd 3° YU ! Uga- FTe 3TUeh! e, Hidt 37 T & foehed fierd & |

(A) I (B) Tmw

(C) tfsfen (D) foeuee

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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freaferiaa 6 9 for €@ o g0 SN T 3R AT § Siet 3T Afen vg fru Sd @ ¢

(A) B — TR — |t U e

(B) dfet — YR

(C) TTH — Tl

(D) BW — 3 — §IH

3. Which option is used to change the colour behind a text selection ?
(A) Font colour
(B) Highlight colour
(C) Shading colour
(D) Border colour
Teh ¢ Teiee & i o1 U1 sge & foft 37 @ form fashea w1 s gran g 2
(A) TIUE helk
(B) EIEelE Hell
(C) feT Her

(D) WS HeR
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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

T T U TSR 3 SR A 1 U B R R e % SR H T AT R 7
(A) FH() BRH

(B) SATETEH( ) HeF

(C) THSH( ) HoRH

(D) SRTST( ) Hare

5. The size of the font is measured in . 1
(A) Dots
(B) Length
(C) Inches
(D) Points
FeHass  Huh SR
(4) fag
(B) =g
©) =
(D) dige

70/0S/2/229-B 7 [Contd...



6.  The shortcut key to copy the text is
(A) Ctul+V
(B) Ctrl+S
(C) Cul+E

(D) Ctrl+C
TRL HIHT BT I Wcehe 6l BT R |

(A) Ctrl+V
(B) Ctrl+8S
(C) Ctl+E

(D) Ctrl+C

7. The SUMIF function ignores blank and values.
(A) Text
(B) Number
(C) Zero

(D) Negative

TS B ek T 3 ISl ol 3@ LT § |
(A) THL

(B) HRTHS

©) XA

(D) fea
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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

fo % fore i wermt 1 gfd <hifsre
(a) Ush CEITAS o PR hed o foeiae i & foTT Crl + T |

(b)  HEL TSI & ST 3T ol S fEefic st i sl (Key) 2l

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

e feu T gl @ 91 e feu e E o dEEE (A) 3OS (R) @ fafea e e R

Teh T o A feu 7T foreheui § | T fehed TR ST WS

(1)  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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TEI (A) : T HEI T -TEH-3T3YE (IPO) FTEHheT hl T il 2 |
U (R) : Toh HPRILT ST UTH AT 8, TH TH LT g 37 fF 31=3eYe & &9

T T 39 LT B |
(A) (A) 3R (R) T & & AR (R), (A) 1 G UM hLl |
(B) (A) 3R (R) EHI Tl & W (R), (A) 1 Hleh =0 T 2 |
C) (A)FHIR(R) TR |
(D) (A)TeTd 8T (R) HEI 2 |
(i) 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.

TR (A) @ et o smsege fears 7 |

o (R) : oot et # dom fow e gars w1 fiieatmse o gre it fie s 2 |
(A) (A) 3 (R) <HT & & 3T (R), (A) T TN 0 hLdT £ |

(B) (A) 3 (R) GH &l & W (R), (A) T ek 0 T2 2 |

(C©) (A)TERBW (R)Terd & |

(D) (A)Ted B8R (R) FEIR |
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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.

Fr=1 5 forw =&t =11 Trera forfaw
(a) e AitecRR BT 3R gl e et o1 JeeH i ¢ |

(b) TG T i Feed AitedaR THT ST 8 |

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

T o 8 W HTEIEH 9 I A1 8 |

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

TEATSS 1 FNUSTH TIe HUT B HHATS |

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

down to the required cell or cells. 1

T HIHAT I Toh H § GEL H i) i o [oTC 31 99 o] GiEeht 3T T T
et ao TR AT BT R |
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14. To find the highest value in a range, use the function.

Torelt 390 © T 31frenem o3y frepTem < fotg HFH T ITI A, |

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

called

Tl S 3R ITSehi 1 LA A [6g3T1 doh JTehiNd i o To1¢ ST Hi=R 1 T Biel &

2 HEd 7 |

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

Tast B e T 3Teded I fed wan 2 |

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

1 YA BISIMNE T hepelsg i & fT g 2 |
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18.

19.

20.

Section — B

Yis —-4q

Define Word Processing Software and Library Information System Software.

TS THHT AT’ 3R TS S7hIHM [oReH ATREa ohl TILHTIYd ShifoT |

OR/3Yan

Define Barcode Reader and OCR.

RIS Tt 31 371 &t TR ! wfedtivd HifT |

What is a Trackball ? Explain briefly.
JhETe FTE 7 Hag | i Hife |
OR/3AYaT

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

ATt 1 R o1 @ 3T 36k fehdd TR 8 ?

What is the importance of a slide in a presentation ?

Teh U0 B TATSS ol 1 HeEwe il & 7
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21. What is the role of Main Document in Mail Merge ?

e S 1 T T 6 o R AN 2 7

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

TleRuTse § Iuciey fohedl ) o o Tm forfign 3fit weig & auiq ifse |

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

QoY1 U Teh TATEE oh1 W33 9ot o Lo fafau |

OR/3AYaT

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

TH TH YTalui5e H &ieh Yoo T BIAT & 7 $6eh! freIaanati <1 aviq &t |

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

Ten HiFeoRR 3 TfRTehyH ATFaRR o o 1 S & ?
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25.  What types of documents are required for Mail Merge ?

el 7St b ToTq fohT Teht o5 EdTalsil hl SATagehdT gldl & ?
OR/3aT

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

T 7S o foTe 1 1" € # Se1 919 99R i & fou @ ford |

70/0S/2/229-B 15
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This Question Paper consists of 25 questions and 15 printed pages.

TH - H 25 T q¢T 15 Gigd TS 7 |

Roll No.
STIHATD

9098C DATA ENTRY OPERATIONS Code No.

S 70/0S/2

S it
ST SETAC -| C

Day and Date of EXamination .............coiiiiiiiiiiiiii i e
(wdver =1 fem 9 fortp)

Signature of Invigilators 1. ...

(frfieTent = B&1ER)

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. 70/0S/2, Set - 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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T ST

1. odvegreff T -va o TEet I8 W ST SR v fog |

2. U IH-UF hI A o o TT-T % ot I8T a1 o1 hl ot & wen & forat e gy
% ol S oW B | 38 1 i St oft ol o s i wu d € |

3. SIS Tl § 319eR! IR fashedi (A), (B), (C) 31¥aT (D) | | hig U ST A1 & AT ¢
g ITR-Yfeqept § el I fore 1 2 |

4. SIS Tl arr-any aeft gt o IR fulfa safy & ffa & @ 2 | aegfs a5
fore v @ w7 fean Strom |

5. IW-Yfeae § vgaH-fag s sran ffdy vt & sifafem w2 ot srgsraie forem @
wrareff st 3R TR ARAT |

6. el ®1 wlen gid ¥ hogoiet, WA B, Y, T I Rl W soreitE
JUHLT ol o T o AT TE R |

7. TeA-9F H ToRet off YR o Hag e o <hi fef § S1iS steg & |11 B |
8. 3T STH-Yf&Teh! T 9~ 1 shlg T&AT 70/0S/2, 92 | C | ford |

9. (%) TH-TF haet TS/ qream 0 2 | o oft, e 3o = @ e & e foed v
7T H IR Hohd & -

3uSt, f&dl, 3g, WS, swen, af, Aerrem, $ele, O], HUdl, 3fe,
TSI, Shishult, WO, STEfR, AuTelt, HEHN, TEha 3TN e |

HUAT IT-Yf&Tent # fou e st § forg fob o fp wwr A S @ w 2 |
(@) gfe 3mu & g st & sAfafed fordl o= wor A s forma &, o uei =
e o B arelt et /rerfaat i riert Shaet et gnft |

Note / fiesr :

(1) Answers of all questions are to be given in the Answer-Book given to you.
et TET o I SATIRT < TR ITR-YfETeht | & ford |

(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.

39 TH- ! Ued o foTu 15 fie o1 wm fean o 8 | wea v 1 forawor Qe § 02.15 s
foram STTT 1 02.15 S F 02.30 S Tk BT had Y-UF bl Yol 3N 37 AR & e o
ITR-YfEThT T H1E I T for@ |
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DATA ENTRY OPERATIONS

B1eT Ut TR

(229)
Time : 2 Hours | [ Maximum Marks : 40
quy : 2 "0 | [ 3Afereha™ 376 : 40
Note: (i) This question paper consists of 25 questions in all.

(i)

All questions are compulsory.

(i11) Marks are given against each question.

(iv) Section — A consists of

(V)

(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.

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.

(¢) 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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fFéw: () EIE-TAPA25TAE |
(i) @i o FrfEE E |
(i) Sk T % 3ieh 3Gk HTHA few U E |
(iv) WUs-31 H HiRferd & :
(a) TH-FEIT 1§ 7 T (Tgfashed™ TR b T (MCQs), T&h 1 37 H1) |
Tl 9 | fou e = foshedt # | Ted 3uh fashed bl e fore |
(b) T-FEIT 8§ 17 TS THR o I & | TH-TT 8 & 10 T 2 37 H1 8
(I 1 37 T 2 IJT-WTN &% &Y) 3R TA-T&1 11 § 17 7 T4h T
1 375 1 8 | T¥I-TEAT 11 8 17 %k ! T o forq fgu mu frdemt & 319em gt
T |
(v) @UE—« T aftyferd & :
(a) T-EEAT 18 | 22 (37f TERIT TR o T, Th 2 37 ) o I 30 T 50
RCARK S
(b) TR-FEAT 23 3TN 24 (TTRIT THR & T, TAH 3 37 h1) b I 50 T 80
RCAR Sl
(c) TH-TEAT 25 (S-3ITT THR T I, 4 375 HI) T K 80 T 120 gl A
g |
(d) TUE-o H F& T3 o fore riafien foshed feu mu d | W@ gl # feu wu foepeai
T Shaet Teh < & T I |
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Section — A

g g - 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

T TH WIS 18 7

(A) U fifeA Tfsfn wiveerr
(B) T Treelle Hiweaa

(C) T I THRHT TR

(D) T sl ATFAR

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

o1 & & o dohaitet Sh1 Ush Heaqul oA Wit S Fehdt & 7
(A) ITRYC feargm (B) uisfan feamgm

(C) WRS fearsa (D) feo=t feazm
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3. help us to see and demonstrate the fluctuations with respect to the stock

market prices.

(A) Stock charts

(B) Radar charts

(C) Area charts

(D) Line charts

B Wb HThe h! Hal H &l 1@ IAX-eE il ¢4 3 34 T T Heg

A2 |

(A) Wik aTe

(B) TR

(C) TEr=r

(D) TR =R

4. What types of function is used to add the cells with respect to a given criteria ?
(A) SUM() function
(B) AUTOSUM( ) function
(C) SUMIF() function

(D) Criteria function
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Teh e TTU ShTge T o STTER Uel i Ug i o foTu, fohe oig o e o T gt @ 7
(A) H() FHH

(B)  SATETEH( ) HeF

(C) HHSH( ) R

(D) SRTSI( ) %

5. The size of the font is measured in . 1
(A) Dots
(B) Length
(C) Inches
(D) Points

GleH oy AR |
(A) fag
(B) TS
©) ¥

(D) e
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6.  Which of the following category of devices, does the Touch Screen fall into ?
(A) Output devices
(B) Input devices
(C) Processing devices

(D) Storage devices

forer o 9 fore TR 6 ULl <kl A0f) % 37diid 29 SRl T ST 8 7

(A) 33y fearsast

(B) Ye fearsast

(C) watgT feamzas

(D) VRS feargas

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

(A) MS Word (B) ORACLE

(C) Windows (D) Adobe Photoshop
T @ T e TR 1 Ush I B 7

(A) THTETE (B) 3Rt
(ORREEE (D) TEIS %I
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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.

Fr=1 = fore @&t =1 rera fafe
(a) o TTTecRR FEaRR 3T Yot Rreen J=eti b1 Jee il 2 |

(b) TG T ! ieeH HiFed = THT ST 8 |

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

e feu T gl A S e fer e E N TR (A) 3OS (R) @ fafea feem man R
Teh T o A feu 7T foreheui § § T fehed TR ST WS
(1) 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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TEI (A) : T HEI T -TEH-3T3YE (IPO) FTEHheT hl T il 2 |

G (R) : T PRl ST UTH AT 8, 0 THH Ll g R fh 3=3Ye o &9

T =T 3 AT B |
(A) (A) 3 (R) <HT & & 3T (R), (A) T TN 0 hLdT £ |
(B) (A) 3 (R) 1 &l & T (R), (A) i T T TE 2 |
(C) (A)FEEWR(R)TAR |

(D) (A)7TEd 8 W (R) T2 |

(1)) 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.

TR (A) : Fie v msee feamsw # |

T R) : Tt e ¥ dan fope e ggamast 1 fiesmse 2 g€ i fie s g |
(A) (A) 3 (R) <HT & & 31 (R), (A) T TN 0 hLdT £ |

(B) (A) 3 (R) T Tl & W (R), (A) 1 HTh S0 &1 & |

(C) (A)FSEW(R) TR |

(D) (A)7Ted 8 W (R) Tl 7 |
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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

{1 5 for, e Tt 1 ufd hifsr
(a) TS SEATAS o U hod i freiae 0 & fore Cirl + Ty |

(b) HER TSI & ST I T S Teetie st sl sl (Key) 2|

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

TR %1 Teh TUE BT & FTEeh! SR forsiy st ol shid 37 e ol 3Afaie

0 o fTC AR |

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

U1 o TR 3R 2o o &= <l S8 T AC 3 |

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

called . 1
Tl S TR ITSehi 1 LA A [6g3T1 dh JThiNd i o To1¢ ST Hl=R 1 T Biel 8
3 FEA T |
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14. The orientation of a document can be Portrait or

AT ST JANEEYH Tide AaT B THAT S |

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

programming structure.

feaiferen g a1 fmferg 1 w=m oTST § ST ST T g i o Ty
TR |

16. A is used to perform calculations in a spreadsheet.
T I Tg3fie H hepety=8 i & ol g1 8 |
17. To find the highest value in a range, use the function.

Terelt 390 © T 31frehem o3 freptem < fotg B T ITIN A, |
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Section — B

g -§

18. What is System Software ? 2

vy wiweam o 8 7

OR /31T

What is a Customized Package ?

HEHATSSE Yool RTBIAT S ?

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

Teh USiweH T TATSE i o1 Igwa BT & 7

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

gfeRuTEe § 3uctey feheel g1 o3t o - forRau a7k waw # gui i |

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

et Tl B e e i e fieh! Bt ] 7
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22. What are hardware and software ?

BT T HTRAT FT A & 7

OR /31T

What is the function of a Mouse ?

TR HI T HE BATS 7

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

with examples.

AR Hirea 1 2 7 forfi=T Tehi o TfteTehs HiTeaat shi 90 ol 3R 3erewr ford |

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

QoY1 U Teh TATEE o1 WI3TI3E St o Lo faafau |

OR /31T

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

TH TH YTalUi5e | &ieh Yoi=eIM T BIAT & 7 $8eh! freiaanati <1 aviq &t |
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25.  What types of documents are required for Mail Merge ?

el 7St b ToTq fohT Teht o5 EdTalsil hl SATagehdT gldl & ?
OR/3aT

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

T 7S o foTe 1 1" € # Se1 919 99R i & fou @ ford |
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