This Question Paper consists of 8 questions and 8 printed pages.
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General Instructions :

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

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

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

4. 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.

5. Write your Question Paper Code No. 65/0S/1, Set [A] on the Answer-Book.

(@) 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 : (i) All questions are compulsory.
(i) Marks are indicated against each question.
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1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(@) QWERTY (i) Plotter

(b) Spread Sheet

(c) Flat Bed

(d) File Management
(e) Cell Reference

(f) Slide Sorter

(@)
(iii)
(w)

(v)
(V)

Windows Explorer

Column Letter and Row Number
Keyboard

Small image of each slide

Lotus Smart Suites
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(@) Windows is not an operating system.
(b) System setting can be changed through Windows Explorer.
(c) We can print a full page slide on each page.

(d) Output devices accept data and instructions from the user.

(e) We can export and save our Word document in PDF and XPS file
format.

(f) Underline is a type of font style.
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3. Define the following : 1x4=4
(a) Legend
(b) Programs
(c) My Documents

(d) Speaker
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4. Write short notes on the following : 2x4=8
(a) Header and Footer
(b) Compiler
(c) SUMIF() Function
(d) Paragraph Spacing
= w wfqw fewfimt fafew
(%) T A F
(@) HHTEeR
(1) TW 3o THo() HRM

(F) wmE e

5. Differentiate between the following : 2x2=4
(a) Title Case and Toggle Case

(b) Data Source and Merge Document
f= & " Im e Aifw
(%) T3eA HE N ITA HA
(@) TR A 3R O glRpe
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6. Answer the following questions : 2x5=10
(a) Write the purpose of Freeze Panes Feature.
(b) What is task bar? Write its uses.
(c) Write the main uses of mail merge.
(d) Write the two main advantages of using Paragraph Spacing command.

(e) Explain any two features of PowerPoint.

fm gt &% 3w e
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7. Write the steps to do the following in the document : 2x2=4
(a) Adding header and footer

(b) Setting the tab stops in any one paragraph
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8. Answer the following questions :

2x2=4

(a) Write the formulas to calculate the following based on the data given

in the following table :

A B C E
1 Company Body Style Showroom Price | Road Tax | Net Price
2 Maruti Sedan 16,92,500 — —
3 BMW Sedan 20,97,000 — —
4 Honda Sedan 12,94,500 — —
5 Toyota Hatchback 5,34,800 — —
6

() Road tax which is 7% of the showroom price in cell D2.

(4)

cell E2.

(iii)
()

Total road tax in cell D6.

Maximum showroom price in cell C6.

(b) Write the steps to protect the worksheet.

= wAl 1 I T
(%) = & T8 TA F Tl Hl HERX AR HHAMNGD hl TN HH 6 TG HIHAT

ferfag
A B C D E
1 FHuAl Figt wiEe | WiEH a% HFd | US Hm | P diHa
2 | HTEfd gsH 16,92,500 — —
3 | sfto w0 g=Rp0 LS EAC] 20,97,000 — —
4 | gl YeH 12,94,500 _ _
5 | R EEEED 5,34,800 — —
6 | — _ _ _ _

Net price which is the sum of showroom price and road tax in
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This Question Paper consists of 8 questions and 8 printed pages.
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General Instructions :

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

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

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

4. 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.

5. Write your Question Paper Code No. 65/0S/1, Set on the Answer-Book.

(@) 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.

229/08/1/210B TN ce-r-o.



T T

1.

2.

gdienefl -9 % Ut g8 W I ITHHIR 3w ford |

AT SRA-TF ! SA19 < [oh - o HA Y81 qAT AT ol a1 &1 T & a1 T I8 o qodd
SR Bh | 39 oG hI St= off Bt foh ge it w9 8 F)

aoft gel & 3o Fuffa srafy % fiaw & 23 &)

IT-GIETehT H TgaH-Tag s 31e@n (s Tl o SAfaies el Wi 3TgshAms foraq T ademeff i
3T SEAT S|

I IT-YEqehT W IH-TF T I Fo 65/0S/ 1, T2 [B] ford|
(%) T-T3 hao fedl /A0S | 21 fRe oft, afe s =@ @ = & 72 forel wep v H s
Flihﬁ%
st f&t, 35, oiell, sTer, afiet, HerTe™, eS, I, FSt, ST, TSR, Shishuf,
wforgdt, st Jurelt, e, Tepd iR fawd

FHu IT-f&qent 7 feu o stem § ford fo6 3 form s & 3w fo @ 2

(@) afe 3ma fa=d wa ssh & srfafes ferelt 3t v & IR forad &, @ Il 61 gmgH | gF areft
Ffet /et 6t et haer ameht gt

220/0S/1/210B 2 NIRRT
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Time : 2 Hours | [ Maximum Marks : 40
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Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
(i) TCHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(a) Slide Sorter (i) Plotter
(b) Spread Sheet (i) Windows Explorer
(c) Flat Bed (i) Column Letter and Row Number
(d) File Management (iv) Keyboard
(e) Cell Reference (v) Small image of each slide
(f) QWERTY (vi) Lotus Smart Suites
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(a¢) Output devices accept data and instructions from the user.
(b) Control Panel is used for changing system settings.

(c) We can export and save our Word document in PDF and XPS file
format.

(d) Underline is a type of font style.
(e) Windows is not an operating system.

(f) We can print a full page slide on each page.
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3. Define the following : 1x4=4
(a) Speaker
(b) Legend
(c) Source Program

(d) My Documents
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4. Write short notes on the following : 2x4=8
(@) MAX() Function and MIN() Function
(b) Use of Vertical Scroll Bar
(c) Header and Footer
(d) Compiler
= w wfqw fewfimt fafew
() HE() HM I () FwE
(@) aféha Bhid SR 1 TN
() &S 3N FH

(&) =hHITEeTt

5. Differentiate between the following : 2x2=4
(a) Title Case and Toggle Case

(b) Data Source and Merge Document
f= & " Im e Aifw
(%) T3eA HE N ITA HA
(@) TR O™ 3 oS gfRpHe
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6. Answer the following questions : 2x5=10

(a) Write the two main advantages of using Spell Check feature in Word
document.

(b) Write the purpose of Freeze Panes Feature.
(c) What is task bar? Write its uses.
(d) Write the main uses of mail merge.

(e) Explain any two slide layouts.

fm gt &% 3w e

(%) 9IS THES H A = HER 6 T HH & a g0 av fafag
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7. Write the steps to do the following in the document : 2x2=4
() Adding header and footer
(b) Setting the tab stops in any one paragraph
sidgie # ffdfied ® % for =@ fafau
(%) TR 3N FX TE HAT

(@) FrHl TR TITE H 39 WIH H G H
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8. Answer the following questions :

2x2=4

(a) Write the formulas to calculate the following based on the data given

in the following table :

A B C D E
1 Company Body Style Showroom Price | Road Tax | Net Price
2 Maruti Sedan 16,92,500 — —
3 BMW Sedan 20,97,000 — —
4 Honda Sedan 12,94,500 — —
5 Toyota Hatchback 5,34,800 — —
(8] J— J— J— J— J—

() Road tax which is 7% of the showroom price in cell D2.

(4)

cell E2.

(iii)
()

Calculate net price of 3 BMW Sedan cars.

(b) Write the steps to protect the worksheet.

= g w1 s G

Calculate total net price and show the result in cell E6.

Net price which is the sum of showroom price and road tax in

(%) = @ TE A & T P YR AFR (fcAiad 1 T0ET HE W forw wigen
fofau .
A B C D E
1 FHuAl Figt wiEe | WiEH % HFd | US Hm | AT dima
2 | =wfd gsH 16,92,500 — —
3 | ffo w0 T&Rp0 LS EAC] 20,97,000 — —
4 | ®fe YeH 12,94,500 _ _
5 | 2R FASH 5,34,800 — —
6 | — _ _ _ _
() T e I AT HIT S & qh hIFd T 7% B AR W A D2 °
feamsu)
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This Question Paper consists of 8 questions and 8 printed pages.
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General Instructions :

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

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

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

4. 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.

5. Write your Question Paper Code No. 65/0S/1, Set on the Answer-Book.

(@) 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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DATA ENTRY OPERATIONS
BTET Ut ST
(229)
Time : 2 Hours | [ Maximum Marks : 40

qm o 2 "W | [ g : 40

Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
(i) TCHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(a) Cell Reference (i) Plotter
(b) Spread Sheet (i) Windows Explorer
(c) Slide Sorter (iii) Column Letter and Row Number
(d) File Management (iv) Keyboard
(e) QWERTY (v) Small image of each slide
(f) Flat Bed (vi) Lotus Smart Suites

o i foemse ot ST o sw-gfere o fafe .

A B
(%) T ThiH (i) A

(@) B e (i) TN THw

() TgE i (iii) HiTH e R T TN
(") ®IgA BISHS (iv) HEE

(3) wel (v) YH RS H B Bl
(F) wIE % (vi) AR T HqH
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(a¢) Output devices accept data and instructions from the user.

(b) We can export and save our Word document in PDF and XPS file
format.

(c) Windows is not an operating system.
(d) System setting can be changed through Windows Explorer.
(e) We can print a full page slide on each page.

(f) Underline is a type of font style.

= weAl & folw st Im-gfeaes § @&t /moa fafew -

(%) 3MRcYe feamsd IRl & Tl 3R Few iwR +d 3

(@) &9 PDF 3 XPS %Ed YEY § 3704 9¢ SfRIHC I THUR 3T T9 T dhd &
(M) fooie wh sfaifen fren € 8|

(1) e R & Ay 9 fieen afdn &1 s S gear 2|

() &9 IS U § Bl O TsE T R dhd Bl

(|) SHASETE, Fie WEA 61 Th JHR 2

3. Define the following : 1x4=4
(a) Task Bar
(b) Legend
(c) Speaker

(d) Programs
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4. Write short notes on the following : 2x4=8
(a¢) Chart and its types
(b) Font size and style
(c) Header and Footer
(d) Compiler
= w wfqw fewfimt fafew
(%) = 3N 8h THK
(@) Hi< AEA 3N w5
() &S 3N FH

(&) =hHITEeTt

5. Differentiate between the following : 2x2=4
(a) Title Case and Toggle Case

(b) Data Source and Merge Document
f= & " Im e Aifw
(%) T3eA HE N ITA HA
(@) TR A 3R O glRpe
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6. Answer the following questions : 2x5=10
(a) Explain any two views of PowerPoint.
(b) What is Recycle Bin? Write its purpose.
(c) Write the main uses of mail merge.
(d) Write the purpose of Freeze Panes Feature.

(e) Write the two main advantages of using Paragraph Spacing command.
e g &% 3w e

(%) waise Tl § = H U HifwC|

(@) Twrssha o @1 27 36e1 v fafay

(M ¥ wS % ger 3w fefeu

(F) $e v fomvar 1 3w fafau)

() Hmme WA FHHAE HT TN HH F G B Rau|

7. Write the steps to do the following actions in the document : 2x2=4
(a) Add bulleted and numbered list in a document.

(b) Setting the tab stops in any one paragraph

stic § frefafed FH w0 % fu 2 fAfaw
(F) T S § geve s A9 fre g wO

(@) FrHl TR TUTE H 39 WIH H G R
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8. Answer the following questions :

2x2=4

(a) Write the formulas to calculate the following based on the data given

in the following table :

A B C E
1 Company Body Style Showroom Price | Road Tax | Net Price
2 Maruti Sedan 16,92,500 — —
3 BMW Sedan 20,97,000 — —
4 Honda Sedan 12,94,500 — —
5 Toyota Hatchback 5,34,800 — —
6

() Road tax which is 7% of the showroom price in cell D2.

(4)

cell E2.

(iii)
()

Total road tax in cell D6.

Maximum showroom price in cell C6.

(b) Write the steps to protect the worksheet.

= g w1 s G

Net price which is the sum of showroom price and road tax in

(%) = @ TE A & T P YR AFR (fcAiad 1 T0ET HE W forw wigen
fofau .
A B C D E
1 HuH1 Figt wiEe | WiEH % $Fd | US e | P diHa
2 | mwfa gsH 16,92,500 — —
3 | dfto wHo Eso LS EAC] 20,97,000 — —
4 | @ YeH 12,94,500 _ _
5 | 2EwR EEEED 5,34,800 — —
6 | — _ _ _ _

() T e I AT HIT S & qh hIFd T 7% B AR W A D2 °
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This Question Paper consists of 8 questions and 8 printed pages.
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General Instructions :

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

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

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

4. 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.

5. Write your Question Paper Code No. 65/AS/3, Set [A] on the Answer-Book.

(@) 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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2.

gdienefl -9 % Ut g8 W I ITHHIR 3w ford |

AT SRA-TF ! SA19 < [oh - o HA Y81 qAT AT ol a1 &1 T & a1 T I8 o qodd
SR Bh | 39 oG hI St= off Bt foh ge it w9 8 F)

aoft gel & 3o Fuffa srafy % fiaw & 23 &)

IT-GIETehT H TgaH-Tag s 31e@n (s Tl o SAfaies el Wi 3TgshAms foraq T ademeff i
3T SEAT S|

I IT-YEqehT T IH-TF T I Fo 65/AS/3, &2 [A] for@|
(%) T-T3 hao fedl /A0S | 21 fRe oft, afe s =@ @ = & 72 forel wep v H s
Flihﬁ%
st f&t, 35, oiell, sTer, afiet, HerTe™, eS, I, FSt, ST, TSR, Shishuf,
wforgdt, st Jurelt, e, Tepd iR fawd

FHu IT-f&qent 7 feu o stem § ford fo6 3 form s & 3w fo @ 2

(@) afe 3ma fa=d wa ssh & srfafes ferelt 3t v & IR forad &, @ Il 61 gmgH | gF areft
Ffet /et 6t et haer ameht gt
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DATA ENTRY OPERATIONS
BTET Ut ST
(229)
Time : 2 Hours | [ Maximum Marks : 40

qm o 2 "W | [ g : 40

Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
(i) TCHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(a) Control Unit (i) Spreadsheet/Excel
(b) Restore (i) Starts with =
(c) Set of Instructions (iii) PowerPoint
(d) Formula (iv) Central Processing Unit
(e) Data Analysis (v) Recycle Bin
(f/’ Handout (vi) Program

= Srg fremse i W oot Sw-gfeasw o foafew -

A B
(%) gt g () wiesie/ v
(@) T (amug o) (i) =& I& Tl B
(M) et w1 wg (iii) diaTarse

(%) iHen (iv) He ST e
(%) zrer oo (v) GarEHa fom

(F) ds3m3e (vi) S

[N 70
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(a) To copy the item instead of moving it, we should press Alt key and
hold down while dragging it.

(b) Administrative tools are part of Windows Explorer.
(c) Pivot table allows you to perform data analysis.
(d) Barcode reader is just a specific type of image plotter.

(e) Print dialog box has many options such as printer name, paper size,
orientation, etc.

(f) You can add sound and animation effects in your slides while making
presentation.

ot whert % fore Il sw-gft # wd /e T

(%) 3geH I I HW & I 39 BT W &b oI g9 Alt Fofl gald & 3 Eied
% Y = gE WA gl

(@) Ushfrgfea gea fage w1 fewm 2

(M) dige o AUl gl foweryur i STgEfd <ar Bl

(7) Irs d=t fad s fafe R @1 sfy wia 2

() fie s s 4 &+ fashed & S8 et &1 9@, 9w @rEy, snfesm, snfe)

(F) 3T ISIH qIR B THT TAEEl § A 3R YUY shde g Tehd #l

3. Define the following : 1x4=4
(@) Workbook
(b) Source Program
(c) Control Panel

(d) Computer

220/AS/3/410A 4 NIRRT



= 1 ufenfya i
(%) THIH
(@) 9™ wIm

() e e

(F) X

4. Write short notes on the following : 2x4=8
(a) Assembly Language
(b) Font Face
(c) Duplicating Selected Slide

(d) Read Only Protection
= w wiew fewfirt fafay
() ITEFEEA W

(@) ®I< ®H

() =AM TAEE Pl SAhe BT
(F) fie f<h geam

5. Differentiate between the following : 2x2=4
(a) Design Template and Blank Presentation

(b) Save and Save As
f= & " Im e Aifw

(%) fesirea ercie 3R =i oo
(@) 99 3N o9 TH

[N 70
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6. Answer the following questions : 2x5=10
(a) Write the steps to rename the folder.
(b) Explain the concept of highlight colour and text colour.
(c) What option we get when we print the PowerPoint file?
(d) Write the formula elements.

(e) Briefly explain the following :
(i) Main document

(i) Data source
= gt % swm dfe .
(%) Wiegt H1 TW oo % forw R fafau
(@) TR ok Td SRS hHol hl TR hl THAST|
(1) W gH dEwEise wisel fie wd €, 9 g HH-9 faheq fireid €7
(o) wigen wlericy fafaul
(5) waw ° fafafed f smen fiflve
() TS GEE
(i) ST 9"

7. Answer the following : IxD=4
(a) Write the steps to copy the text to the Clipboard.

(b) In a Word document, which shortcut keys are pressed to do the
following actions?

(i) To activate Format Painter
(i) To make a word Underlined
(i) To insert Page Break

(iv) To apply Indent

220/AS/3/410A 6 NIRRT



e % 3w &S .
(%) foeae W R I it 1 & for ¥ fafEu .

(@) T 9 gwas ¥, fefefad &ri & & & e garft IH areft wifidee it
=1 fafaw -

(i) IS YT I AlhT HET
(i) &g &% d= A @i
(iii) U Sh FES HE
(iv) FST AT HEAT

8. Answer the following : 2x2=4

(a) Write the formulas to calculate the following based on the data given
in the spreadsheet as shown below :

A B C D E
1 Teacher’s Name | Department Salary Tax Net Salary
2 Naveen Computer 22,000 — —
3 Chetna History 20,000 — —
4 Sandeep Maths 30,000 — —
S Sanghmitra Science 25,000 — —
6 Rudraksh Maths 40,000 — —
7 Neeraj Computer 28,000 — —
8 — — — — —

() To calculate the tax which is 8% of the salary in D2 and copy it
up to D7.

(ii) To calculate the net salary which is (Salary — Tax) in cell E2 and
copy it up to E7.

(iii) To print the total net salary paid in cell ES8.

(iv) To print the average salary of teachers in cell CS8.

(b) Write the steps to add password to this workbook.

[N 70
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= ot % s i
() § T Bresfie F TR * MER W FE Fi o w % fag wigen fafeg

A B C D E
1 &R @1 T feurdde JaT 2 PeT
2 ECiC] HEGL 22,000 — —
3 ELEl = 20,000 — —
4 T Heg 30,000 — —
5 e g 25,000 — —
6 R3] Teg 40,000 — —
7 BitE| Ee N 28,000 — —
8 — — — — —

(i) & D2 § o sl TET I % folT S 9 T 8% &, 3R 38 D7 e hidl

IS

(i) & E2 H P a4 I AT HH &b fofw S (I — o) B 3N 38 E7

it il
(i) & E8 T P dad &1 A fie Hifu)
(iv) a1 C8 T wft A= &1 3MHd da= fiie hifvm)

(@) 39 dhgs o IEae Ug i & ww fafau)

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

3@ y-uF # 8 e qul 8 Higd 48 # Code No.  65/AS/3

Roll No.
JIshHTh

&g Ho
set/%ec (B

DATA ENTRY OPERATIONS
BTeT TSt TR

(229)
Day and Date of EXamination ...cccoooiiiiiiiiiiiiee e

(wen &1 fer @ fer)

Signature of Invigilators L o e

(Frerhi = FwTER)

e

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

4. 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.

5. Write your Question Paper Code No. 65/AS/3, Set on the Answer-Book.

(@) 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.

229/AS/3/410B NIRRT, ce-r-o.
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DATA ENTRY OPERATIONS
BTET Ut ST
(229)
Time : 2 Hours | [ Maximum Marks : 40

qm o 2 "W | [ g : 40

Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
(i) TCHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answer in the Answer-book : Y2x6=3

A B

(a) Formula (i) Central Processing Unit

(b) Restore (i) Starts with =

(c) Set of instructions (iii) PowerPoint

(d) Data Analysis (iv) Recycle Bin

(e) Handout (v) Program

(f) Control Unit (vi) Spreadsheet/Excel

o e fiemse et S o sT-gfere o fafe -

A B
(%) HiHen (i) e G e
(@) f=r (i) =8 I& T2
(M) et w1 wg (iii) dieRdTEe
(F) zrer oot (iv) Gorgwa fom
(3) deamse (v) S
(3) el gfe (vi) refie /TR

NIRRT, ce-r-o.

()
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(a) Pivot table allows you to perform data analysis.
(b) Barcode reader is just a specific type of image plotter.

(c) To copy the item instead of moving it, we should press Alt key and
hold down while dragging it.

(d) Administrative tools are part of Windows Explorer.

(e) Print dialog box has many options such as printer name, paper size,
orientation, etc.

(f) You can add sound and animation effects in your slides while making
presentation.

o ol % fou oot Im-gfere # @dt/me fafa
(%) fage 2oa1 Ul St faveww fi IEAta AT 2|
(@) anes et ik e fafne yr &1 sfy wia 2

(T) 3TgeW ! G H & G 39 B HH &b oI 89 Alt Fofl gald & 3R Sied
% @Y = gE WA §l

(=) Tehffea o e e &1 feen R
() fie s s 4 &+ fashed & S8 et &1 9@, 9w @rEy, snfesm, snfe)
(F) AT YSIIH G Hd T99 TAEel § e R UHESH s%hee WS Hehd &l

3. Define the following : 1x4=4
(a) Software
(b) Laser Printer
(c) Workbook

(d) Control Panel

220/AS/3/410B 4 AR



= 1 ufenfya i
(%) HFEeRR
(@) R e
(M) % I
(%) gt et

4. Write short notes on the following : 2x4=8
(a) Read Only Protection
(b) Duplicating Selected Slide
(c) Highlight Colour

(d) Operating System
= w dfem femfort foifew -
(%) T =it gFeam

(@) JFHa 5 Hl SfAhe BT
() TSR e
(&) ArRfen fren

5. Differentiate between the following : 2x2=4
(@) Save and Save As

(b) Sentence Case and Title Case
fr % i s Ty A

(%) ¥9 3R ¥ UF

(@) §eH ¥ 3N TEeA A

NIRRT, ce-r-o.
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6. Answer the following questions : 2x5=10

(a) Briefly explain the following :
(i) Main document

(i) Data source
(b) What option we get when we print the PowerPoint file?
(c) Write the formula elements.
(d) Write the steps to delete the file.

(e) Explain the concept of highlight colour and text colour.
fm gl &% 3w G
(%) gag ° fFafafes f1 s=men fiflve

() T T

(i) e ad
(@) & g9 diawuise wied ¢ wd 8, a1 g ®H-8 foehen fired €7
() wifen tferien faful
(7) e i foefle w0 % ww fafew)

(S) BISATSS ol Td SR hell shl STEUNUT bl HHHATST

7. Answer the following : IxD=4

(a) In a Word document, which shortcut keys are pressed to do the
following actions?

(i) To activate Format Painter
(i) To make a word Underlined
(iii) To insert Page Break

(iv) To apply Indent

(b) Write the steps to copy the text to the Clipboard.

220/AS/3/410B 6 AR



= % 3w dfvu
() Th 9 cEas H, ffafgd sEf 5 w0 o ol 9= 9l widene S
%! foafaw
(i) IS YT I AhT HET
(i) W& &% J AT Wi
(iii) U S FES B
(iv) ¥ FRATE BT

(@) faeuae W TR 6 it 3 & foar ¥ fafEu .

8. Answer the following : 2xD=4

(a) Write the formulas to calculate the following based on the data given
in the spreadsheet as shown below :

A B C D E
1 Teacher’s Name | Department Salary Tax Net Salary
2 Naveen Computer 22,000 — —
3 Chetna History 20,000 — —
4 Sandeep Maths 30,000 — —
S Sanghmitra Science 25,000 — —
6 Rudraksh Maths 40,000 — —
7 Neeraj Computer 28,000 — —
8 — — — — —

(i) To calculate the tax which is 8% of the salary in D2 and copy it
up to D7.

(i) To calculate the net salary which is (Salary — Tax) in cell E2 and
copy it up to E7.

(iii) To print the total net salary paid in cell ES8.

(iv) To print the average salary of teachers in cell CS8.

(b) Write the steps to add password to this workbook.

NIRRT, ce-r-o.
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= ot % s i
() § T Bresfie F TR * MER W FE Fi o w % fag wigen fafeg

A B C D E
1 &R @1 T feurdde JaT 2 PeT
2 ECiC] HEGL 22,000 — —
3 ELEl = 20,000 — —
4 T Heg 30,000 — —
5 e g 25,000 — —
6 R3] Teg 40,000 — —
7 BitE| Ee N 28,000 — —
8 — — — — —

(i) & D2 § o sl TET I % folT S 9 T 8% &, 3R 38 D7 e hidl

IS

(i) & E2 H P I I TUET A S I S (Ja- - ¢9) B R 38 E7

it il
(i) & E8 T P dad &1 A fie Hifu)
(iv) a1 C8 T wft A= &1 3MHd da= fiie hifvm)

(@) 39 dhgs o IEae Ug i & ww fafau)

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

3@ y-uF # 8 e qul 8 Higd 48 # Code No.  65/AS/3

Roll No.
JIshHTh

=g Ho
set/@e |C

DATA ENTRY OPERATIONS
BTeT TSt TR

(229)
Day and Date of EXamination ...cccoooiiiiiiiiiiiiee e

(wen &1 fer @ fer)

Signature of Invigilators L o e

(Frerhi = FwTER)

e

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

4. 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.

5. Write your Question Paper Code No. 65/AS/3, Set on the Answer-Book.

(@) 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.

229/A8/3/410C [N AT, 70
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DATA ENTRY OPERATIONS
BTET Ut ST
(229)
Time : 2 Hours | [ Maximum Marks : 40

qm o 2 "W | [ g : 40

Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
(i) TCHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(a) System Software (i) Display Storage Contents
(b) SYNTAX (i) Predefined Formula
(c) My Computer (iii) Normal View
(d) Function (iv) Chart Components
(e) Adding Notes to Slide (v) ROM
(f) Tick marks & Legends (vi) Rules of computer language

= Srg fremse i W oot Sw-gfeasw o foafew -

A B
(%) fowem AfwaRr (i) WRA ey feamt +ar 7
(@) f&eam (i) 9d fewrea femem mm widen
() HIE HER (iii) A
(|F) HRH (iv) = FEeH
(¥) wirge H Higd Se (v) TH (ROM)
(@) feb s 3R el (vi) HERX AT fEm

[N AT, 70
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(@) You can add sound and animation effects in your slides while making
presentation.

(b) Pivot table allows you to perform data analysis.
(c) Barcode reader is just a specific type of image plotter.

(d) To copy the item instead of moving it, we should press Alt key and
hold down while dragging it.

(e) Administrative tools are part of Windows Explorer.

(f) Print dialog box has many options such as printer name, paper size,
orientation, etc.

= wei & foiw ot Sw-gfede # @&l /e fafau -

() 3T AT TR H I T@Ee § @ 3R AT Thae e @a Bl
(@) diae o ! STl foweivur i FAfT e 2|

(1) s Gt ik s R R w1 s @il R

(F) 3MgeH I I HW o I 39 B B &b oI 89 Alt Foft gald & 3R Eied
% @Y = gE WA §l

(3) wshifefa wa faey o & feam 2l
(@) fie sEat afem 4 #3 fobes & 9 filew &1 9m, I gy, nfdeym, anfel

3. Define the following : 1x4=4
(a) Worksheet
(b) Control Panel
(c) Computer

(d) Source Program

220/AS/3/410C 4 AR



= = gienfya Hifse
(%) Teh3fle
(@) =glet Ie

() X
(@) a" T

4. Write short notes on the following : 2x4=8
(a) Font Style
(b) Application Software
(c) Duplicating Selected Slide

(d) Read Only Protection
= w wiew fewfirt fafay

() HE WrEd

(@) Ufecaehe BTRERR

(1) = TS H SeffeThe BT

(7) &g 3t g

5. Differentiate between the following : 2x2=4
(@) Save and Save As

() Design Template and Blank Presentation
fr % i s Ty A

(%) ¥a IR ¥9 A

(@) fesimed Sreie 3R =i Usiew

[N AT, 70
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6. Answer the following questions : 2x5=10
(a) Write the steps to create a new folder.
(b) Explain the concept of highlight colour and text colour.

(c) Briefly explain the following :
() Main document

(i) Data source
(d) Write the formula elements.

(e) What option we get when we print the PowerPoint file?

= 7l % I @
(%) TH T Bl TH & WH farau)

(@) TEATEE HeR TH T HoR I YR i THEY
(1) @wew ° Fafatgas H1 smen Fiflve
() T EES
(i) ST a"
(%) ®igen ferien fafaul
() & g9 dlawuise igdd ¢ wd &, a1 g ®H-8 foehen firea €7

7. Answer the following : IxD=4
(a) Write the steps to copy the text to the Clipboard.

(b) In a Word document, which shortcut keys are pressed to do the
following actions?

(i) To activate Format Painter
(i) To make a word Underlined
(i) To insert Page Break

(iv) To apply Indent

220/AS/3/410C 6 AR



e % 3w &S .
(%) fooae W R 6 it 1 & for ¥ fafEu .

(@) T 9 e §, fefafad @t w1 w0 & foe garlt @ areft wiidse it
% fafgu .

() HHE U hl AT HET
(i) &g % d A @i
(iii) U b FES BT
(iv) ¥ST FARTE HE

8. Answer the following : 2xD=4

(a) Write the formulas to calculate the following based on the data given
in the spreadsheet as shown below :

A B C D E
1 Teacher’s Name | Department Salary Tax Net Salary
2 Naveen Computer 22,000 — —
3 Chetna History 20,000 — —
4 Sandeep Maths 30,000 — —
S Sanghmitra Science 25,000 — —
6 Rudraksh Maths 40,000 — —
7 Neeraj Computer 28,000 — —
8 — — — — —

(i) To calculate the tax which is 8% of the salary in D2 and copy it
up to D7.

(i) To calculate the net salary which is (Salary — Tax) in cell E2 and
copy it up to E7.

(i) To print the total net salary paid in cell E8.

(iv) To print the average salary of teachers in cell C8.

(b) Write the steps to add password to this workbook.

[N AT, 70
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() § T Bresfie F TR * MER W FE Fi o w % fag wigen fafeg

A B C D E
1 &R @1 T feurdde JaT 2 PeT
2 ECiC] HEGL 22,000 — —
3 ELEl = 20,000 — —
4 T Heg 30,000 — —
5 e g 25,000 — —
6 R3] Teg 40,000 — —
7 BitE| Ee N 28,000 — —
8 — — — — —
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