This Question Paper consists of 6 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 Making any identification mark in the Answer-Book or writing Roll Number anywhere other than
the specified places will lead to disqualification of the candidate.

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

5 Write your Question Paper Code No. 65/ASS/3, Set— on the Answer-Book.
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DATA ENTRY OPERATIONS
(Theory)
IET TG AT
(i)
(336)

et - |l w9 St ¥ iR Wl W9 % oih A 9T T F|

1  Fill in the blanks for the following :

1 & fag e el @ g @i

(a) devices accept data and instructions from the user.
~ feomsd IO ¥ ST SR Fee @ Tee w2

(b) shortcut key is used to find any word from a text paragraph.
e W w1 AN TR TNTE W ¥ fRdl 9 @ @ % fag
I 2|

(c) A is a software program used to access the www and retrieve
data from the web.
U Gieda] UM § S www H T3 %Xk 99 9 STl M %
ferg i e ¥

(d) software is a set of programs which are written to perform

65/ASS/3-336-A | 2 % [ Contd...

specific tasks.
FEIaT U U &1 @ & e a9 &d & & fag faen

T T |

[Maximum Marks :
[quie : 40

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

%XIO=5



(¢) We use feature to adjust the contents of columns or rows

within the width or height of the column or rows.

T AR 1 TN i AT A & hed Bl bl AT A DI =181 AT
& % HIG B USSR & & oY & 2|

(f) Deleted files or folders are stored in the till they are permanently

removed from there.

feeie &1 T wEd g Bl T 99 d ©R &d & 99 d% 3% W
w9 g feetie &1 fopam <mar 21

(g) ISDN stands for Services Digital Network.
amsuaEies (ISDN) &1 qof @&y grasy fEfted Jeadh |

(h) To a slide in slide sorter view, simply click on the slide you

wish to move and then drag it to the new location.

TES |l g # w5 & B & [0 39 wWEs W s o a
MY g HIAT I_d § oI hY 39 3 e d% @ig B & AT

(1) refers to the cell having column name A and row number 8.

BT HeH 39 9@ 9 a1 & fEar dra™ 9™ A iR e U g
8 T Bl

() appears at the bottom of the screen when you start the

computer system.

W % A fEE 3 3 S9N o e e @ wR
B
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2 State True or False: %XIO =5

TE ST T IART:
(a) Cut, Copy and Paste options are found under view menu.
®, HUl 3R YR faheq =g A=Y & S o B |

(b) To see the contents on your harddisk, you have to double click on the

drive icon.

TEMS®h & hedd hl S@T % (T, 3TMUHI SFT M3HT UX SqA (b BLAT
BT 7|

(c) Font face, font size and font style are all font attributes.
Hi B, B G X BT WEA 99 B UIEd B ¢ |

(d) HTML is a language used for writing documents on the web.
TEEIAUA HIWT &1 TR 9 OX Siagie fa@s & e g 3|

(e) URL stands for Universal Review Locator.
ARTA &N IO @ET Bl & grioad (g e |

(f) CTRLA+A is the shortcut key used to select entire document at a time.

CTRL+A eTeehe &l &1 TAN I STagHe & Th @19 fae & & fag
B 2

(g) Scroll Bars can be used to move between slides.
ThIA T BT YANT WIESi & a9/ § 99 H & @ & 5

(h) Object program is written by the programer and source program is

generated by the compiler after translation.

T WU & NUER foadr & iR 99 WU $husal &1 ZEa &
e fiear ®

(i) Smart Art graphics is not a part of Excel.
R S Ttherd U T few@r -@f 3|

(j) Charts can be drawn using insert tab.
e B IS 9 Bl HIE T AT ST Feball B
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3 Define the following terms : (any two)
et ottt ofeafi @iferg @ (et )
(a) CRT Monitor
I AT
(b) AutoFill feature
ST HreX
(c) Font style

B WEd

4  Write short notes on the following :
= o " feoelt fofey -
(a) Data source

T 9

(b) Application software

UGIh T TTHdaT
(c) Autoformat feature
HATIHHE HiET
(d) Inserting a Page Break
UST S FHS BT
(¢) MIN() and MAX( ) functions.

() o Aem() hey
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5  Differentiate between the following : 2x5=10
= &% d sid we By
(a) Saving presentation as a file and as a web page.
YS9 ] HiEd &9 H X 99 UST % &9 H ¥ HIAT
(b) Web server and Web browser.
JF AT oK 99 Fea
(c) Microphone and Speaker
HEhIBIA SR Wt
(d) Copying files and Moving files
WIEAl DI BUN HET S T BT
(e) Steps to duplicate slides and to reorder slides

TAES! Bl SYRAhe BT I 3ATST & & &

6 (a) Based on the given text, answer the following questions : 4+4=8

fu T TRe & oMy WX T g9l % IR Qg
Republic Day Celebration
Every year our Republic day is celebrated on 26t
January on the Rajpath which has been recently
renamed as Kartavya Path. The Parade and Jhankees
of various states and some government departments
start from one corner and move on the entire path.
All Jhankees are beautifully decorated and showcase
Many school and college students perform dances
and yoga displays in front of the guest area. In the
evening the Rashtrapati Bhawan and India Gate area
is lighted beautifully.

(i) Write the steps to add a word National before Republic in the 1
heading and to make the entire heading Bold, Caps and center
aligned.
3T § 9= Republic & 8w T% 918 National S+ o T 2l
B giee, H SR YW TR 91 & € [ |

65/ASS/3-336-A | 6 % [ Contd...



(1)) Make the paragraph text Right aligned, change font style as italics 1
and change the colour to Red.
TUTh TRE Bl I TART 9910, Hie ©IEd Bl IR B 3T 39k
[ H @ H g |

(iii) Write the steps to find the word Jhankees in the paragraph and 1

replace it with the word Tableaus. Repeat it for every occurrence of
this word.

I § "Jhankees" ST @IS X S¥ "Tableaus" 91 ¥ S8 & €
ford <fel Siet 91 9% o=k ®©, 3H & |

(iv) Add these lines at the bottom of the given paragraph from the 1
next line so as to make this as another paragraph.

A TS AR Bl UUTE b S H STl @3 A SIS 39 Wb AT I
EEi
People gather around the area in huge number to

watch this spectacular celebration and feel very
proud to be an Indian.

Make the above paragraph as justified and change
its colour to green.
T T STIR WTH & TEHES iR 366 1 &l
EXUEE
(b) Answer the questions based on the spreadsheet data given below:

I feu U Fediie T % a9 Fe geHl % 39 Sy ¢

A B C D E
Employee Basic Earned Net
! I\?am}e/r Salary HRA Leave Salary
2| XX 14,000 3000 1000
31 YY 17,000 5000 1500
4 | 77 16,000 4000 900
5] WW 15,000 3500 500
(i) Write a formula to calculate net salary of employee XX in cell 1

E2 which is the sum of basic salary, HRA and earned leave.
Copy this up to ES.

¥ B2 TrArdl ol e dadl e & e ue wieen e s it dad,
TIIMRT 37X 3T W B AT &1 39 & &l ES d& &L
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(i1)) Write a formula to calculate total amount of basic salary and show 1
it in the cell B6.
I Al a1 P e PraTe F fw wike R ol ¥ 4w B6 ¥
fe@m |

(i11)) Write a formula to calculate average net salary and show it in 1
cell E6.
s e qall Freprer o fow web wien foe ofik 39 &« E6 o faand |

(iv) Write a formula to calculate total amount of HRA and earned leave 1

of all employees and show it in cell D6.

Tl Tl % HRA o o1 @d &% $o TS &l 0T &Y K 39 dd
D6 # fe@m |
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This Question Paper consists of 6 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 Making any identification mark in the Answer-Book or writing Roll Number anywhere other than
the specified places will lead to disqualification of the candidate.

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

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

AT ST
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Time : 2 Hours]

g ;2 "]

DATA ENTRY OPERATIONS
(Theory)
IET TG AT
(i)
(336)

et - |l w9 St ¥ iR Wl W9 % oih A 9T T F|

1  Fill in the blanks for the following :

fret % for Feaa et @ R e

(a)

(b)

(c)

65/ASS/3-336-B | 2 % [ Contd...

Deleted files or folders are stored in the till they are permanently

removed from there.

feelie & T8 wEd U9 wiest ¥ a9 do ©R &d & 99 dé 3¢ Wl
w9 ¥ feelie =& fopam wmmar ®1

ISDN stands for Services Digital Network.

amsugEius (ISDN) &1 gl @&d § giaw fsfaed Aead |

To a slide in slide sorter view, simply click on the slide you

wish to move and then drag it to the new location.

WSS Y & 9 WSS & H % e 39 wigs W e &8 ™
MY d HAT 9_d & 3K AT 39 73 W6 d% @ig B o 7|

[Maximum Marks :
[quie : 40

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

%XIO=5



(d) refers to the cell having column name A and row number 8.

Bl Ged 39 d 9 Ta1 & gt wram 9™ A iR e U 9@
8 Bl

(e) appears at the bottom of the screen when you start the

computer system.

. A % Y REE @ T WE W o™ el fed @ wie
ERGIRS

(f)  devices accept data and instructions from the user.

fears® o ¥ =T ofX fdel @ 780 &d 2|

(2) _ shorteut key is used to find any word from a text paragraph.
_ 9liohe I T WA TRE Yk H ¥ fREl 9 @ Wi & fou
BT T

(hy A is a software program used to access the www and retrieve

data from the web.
Teh QIeIay WU & 1 www § JJ9T &hich 99 9 1T Mol &
foT v g ®

(1) software is a set of programs which are written to perform

specific tasks.
SR T8 WA B A & B few e @ % R e
TR

(G) We use feature to adjust the contents of columns or rows

within the width or height of the column or rows.

T AR T YA BicrH AT X b HIZH Dl bl AT I I BTy AT
SEE % WIAY E TSR H & (WU B 2
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2 State True or False: %XIO =5
TE YA T I3
(a) URL stands for Universal Review Locator.

JARUA &1 qUT &Y Bl & griaad g @ihel |
(b) CTRL+A is the shortcut key used to select entire document at a time.

CTRL+A 9o &l &1 TN G STagHE &l Th 919 feae & & g
I 2

(c¢) Scroll Bars can be used to move between slides.
ThId a1 YA WISt & S § 99 & 6 [0 &l 5|

(d) Object program is written by the programer and source program is

generated by the compiler after translation.

TS WM &l TR f@dr & ik 9 W $usar g1 2|9 &
g e

(e) Cut, Copy and Paste options are found under view menu.
®, Bl 3 U= faheq =g A & oI o 2|

(f) To see the contents on your harddisk, you have to double click on the

drive icon.

TRISER & HecH Bl <@ & (U, 3TUH! I5d AEHT X ST [Rdd BT
T B

(g) Font face, font size and font style are all font attributes.
B %, B AES 3R B ©Ed a4 BT WEIEed e £
(h) HTML is a language used for writing documents on the web.

TITATA N1 1 TART 99 WX SiagHe fae % fau g 51
(i) Smart Art graphics is not a part of Excel.

T S Ttherd U T f&w@m -@l 3|

(j) Charts can be drawn using insert tab.
T B IS T B AaT T [BAT S Tkl |
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3 Define the following terms : (any two)
=1 oreal 1 aftwifa iR« (fop=l =)
(a) Machine language.

a9 o

(b) Freeze panes feature

H U WY

(c) Font style

B RiEd

4  Write short notes on the following :
e X i feoeft fafaw
(a) Data source
STeT A

(b) Microphone
WIS

(c) Autoformat feature
HTIHHE HIEX

(d) Moving text
SRZ qd B

(e) Pie chart

EIECIC
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5  Differentiate between the following : 2x5=10
= &% d sid ww By
(a) Saving presentation as a file and as a web page.
Y= ] Hisd &9 § X 99 U9 & @9 § 99 BT
(b) Downloading files and Uploading files.
BEAl b SRAAE BT 3T A S|
(c) Microphone and Speaker
BIEEARAE | LT Gon
(d) Copying files and Moving files
HIZA! Dl BIAT HIAT AR I HEA
(e) Steps to duplicate slides and to reorder slides

wES! Bl SYfThe BT 3R T3S T & &

6 (a) Based on the given text, answer the following questions : 4+4=8

fiu o e & oy WX = geel & ST QR
Republic Day Celebration
Every year our Republic day is celebrated on 26t
January on the Rajpath which has been recently
renamed as Kartavya Path. The Parade and Jhankees
of various states and some government departments
start from one corner and move on the entire path.
All Jhankees are beautifully decorated and showcase
Many school and college students perform dances
and yoga displays in front of the guest area. In the
evening the Rashtrapati Bhawan and India Gate area
is lighted beautifully.

(i) Write the steps to add a word National before Republic in the 1
heading and to make the entire heading Bold, Caps and center
aligned.

T o et Republic & 9l Uk 91 National Sig 8fR QU #féw
B oS, B AN HeX YT I &b W fod |
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(1)) Make the paragraph text Right aligned, change font style as italics 1
and change the colour to Red.
TUTh TRE Bl I TART 9910, Hie ©IEd Bl IR B 3T 39k
[ H @ H g |

(iii) Write the steps to find the word Jhankees in the paragraph and 1

replace it with the word Tableaus. Repeat it for every occurrence of
this word.

I § "Jhankees" ST @IS X S¥ "Tableaus" 91 ¥ S8 & €
ford <fel Siet 91 9% o=k ®©, 3H & |

(iv) Add these lines at the bottom of the given paragraph from the 1
next line so as to make this as another paragraph.

A TS AR Bl UUTE b S H STl @3 A SIS 39 Wb AT I
EEi
People gather around the area in huge number to

watch this spectacular celebration and feel very
proud to be an Indian.

Make the above paragraph as justified and change
its colour to green.
T T STIR WTH & TEHES iR 366 1 &l
EXUEE
(b) Answer the questions based on the spreadsheet data given below:

I feu U Fediie T % a9 Fe geHl % 39 Sy ¢

A B C D E
Employee Basic Earned Net
! I\?am}e/r Salary HRA Leave Salary
2| XX 14,000 3000 1000
31 YY 17,000 5000 1500
4 | 77 16,000 4000 900
5] WW 15,000 3500 500
(i) Write a formula to calculate net salary of employee XX in cell 1

E2 which is the sum of basic salary, HRA and earned leave.
Copy this up to ES.

¥ B2 TrArdl ol e dadl e & e ue wieen e s it dad,
TIIMRT 37X 3T W B AT &1 39 & &l ES d& &L
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(i1)) Write a formula to calculate total amount of basic salary and show 1
it in the cell B6.
I Al a1 P e PraTe F fw wike R ol ¥ 4w B6 ¥
fe@m |

(i11)) Write a formula to calculate average net salary and show it in 1
cell E6.
s e qall Freprer o fow web wien foe ofik 39 &« E6 o faand |

(iv) Write a formula to calculate total amount of HRA and earned leave 1

of all employees and show it in cell D6.

Tl Tl % HRA o o1 @d &% $o TS &l 0T &Y K 39 dd
D6 # fe@m |

65/ASS/3-336-B | 8 %



This Question Paper consists of 6 questions and 8 printed pages.

MU IA T 6 A qn §qEA TR E |

Roll No. Code No.
AT HE H. 65/ASS/3
setie  |(C

Day and Date of Examination

DATA ENTRY OPERATIONS
(Theory)
IET TG AT
(GSEAR)
(336)

(wdrem =1 o= 7 fe=r)

Signature of Invigilators 1.

(Friverei & BwER)

General Instructions :

1

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

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

3 Making any identification mark in the Answer-Book or writing Roll Number anywhere other than
the specified places will lead to disqualification of the candidate.

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

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

AT ST

1 vdendf ye-o3 & Ued U WX SIUAT STHIG oEsd fae |
FUAT G-I B WG o 6 UF-UF F FA YOf qA U B Sa o den ¢ A uud g %
g FUC BU 2| 3@ 9@ @ g A w A 6w i ' oA ¥

3 ITgiaw 9 deam-fag sAW stgen ffdw @l & sifafed wel o ergshui e av qdened @
3T SEAT SR

4 U@ U o9 e, 9 stuar Tad, Red W oad oenfe % IR, Sa-giaw A fae)
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DATA ENTRY OPERATIONS
(Theory)
IET TG AT
(i)
(336)

Time : 2 Hours] [Maximum Marks : 40
qg 2 g0 ] [quiies : 40

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

et - |l w9 St ¥ iR Wl W9 % oih A 9T T F|

1  Fill in the blanks for the following : 1x10=5
1 & fag e el @ g @i
(a) We use feature to adjust the contents of columns or rows

within the width or height of the column or rows.

e THIER & TN i AT A & Hed Bl b AT A Bl =18 AT
ST o Wi TSR I b [y e

(b) Deleted files or folders are stored in the till they are permanently

removed from there.

feelie &1 T8 wEd U9 wiest T a9 do ©R &d € 99 db 3% Wl
w9 ¥ feelie & fopam wimar ®1

(c) ISDN stands for Services Digital Network.

amsugEius (ISDN) &1 gl @& § giast fefired Seadh |
65/ASS/3-336-C | 2 % [ Contd...



(d) To a slide in slide sorter view, simply click on the slide you

wish to move and then drag it to the new location.

WSS 9y g ¥ WSS & HE % e 39 wigs W e &8
&Y & BT I_d & S fhY 39 73 e & @ig s o o)

(e) refers to the cell having column name A and row number 8.

BT GeH ST 9@ 9 a1 & g S| 9™ A iR e U 9@
8 B F

(H) appears at the bottom of the screen when you start the

computer system.

. A % Y REE @ T W W oY el few @ wie
H 2|

(2)  devices accept data and instructions from the user.
~ feomzd IO ¥ ST SR Fee @ Tee w2

(h) _ shortcut key is used to find any word from a text paragraph.
_ 9Tiohe Bl T WA TRE Yk H ¥ fREl 9 @ Wi & fou
BT T

i A is a software program used to access the www and retrieve

data from the web.
Teh QIeeday WU & 1 www § JJ9T &hich 99 9 1T Mol &
for wa e

() software is a set of programs which are written to perform

specific tasks.

AIFIIT UH YRl &1 9 § e fasiw & & &% fog foman
TR

65/ASS/3-336-C | 3 @ [ Contd...



2 State True or False: %XIO =5
TE YA T I3

(a) To see the contents on your harddisk, you have to double click on the

drive icon.

TEMSWh & hedd Bl @ & (T, TUHI SFT MZHT UX SqA (i BLAT
BT 7|

(b) Font face, font size and font style are all font attributes.
B %d, B AE 3R B ®Ed a4 BT WEEd e |
(c) HTML is a language used for writing documents on the web.
TIEITAUA WU &1 YT 99 UX Siege faes & foe g 7
(d) URL stands for Universal Review Locator.

JARTA B Yo W@Ew Trar & ghrada feg |k

(e) CTRL+A is the shortcut key used to select entire document at a time.

CTRLA+A sTéae @ &1 YART QU STRF &l Tk 919 fqade & & g
T B

(f) Cut, Copy and Paste options are found under view menu.
®, HUl 3 U faheq =g A=Y & ofia o 2|
(g) Smart Art graphics is not a part of Excel.

W e Aherd Uoie ol feeam =18l B
(h) Charts can be drawn using insert tab.

AR Bl 3 T Bl AGE § FT (AT S Thal o |
(1) Scroll Bars can be used to move between slides.
ThIA a1 YA W3St & S § 99 & 6 Q¢ &l 5

(j) Object program is written by the programer and source program is

generated by the compiler after translation.

TSI WM &l TR fT@dn & ik 9 W $usar g ZEd9e &
9 e

65/ASS/3-336-C | 4 @ [ Contd...



3 Define the following terms : (any two)
e o=l @l afvia ity c (e =)
(a) Software
SILEERE
(b) Auto shapes
IR
(c) Font style

B ©iEd

4  Write short notes on the following :
e o i feaof fafag ¢
(a) Data source

STeT A
(b) Input devices
Tge fearw
(c) Autoformat feature
HTIHHE HIE
(d) Inserting page numbers
U FEX FHE B
(e) Steps to draw a chart

qe g9 & B

65/ASS/3-336-C | 5
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5  Differentiate between the following : 2x5=10
1 & 99 ofdt W Sy ¢
(a) Copying files and Moving files
WIEAl DI BUN HET S I BT
(b) Sending messages through E-mail and receiving messages through E-mail.
A ¥ AES Ao iR 3EW § HES 9
(c) Saving presentation as a file and as a web page.
UST9T &l Bz &9 § 3 J99 U7 & &9 § 99 BTl
(d) Steps to duplicate slides and to reorder slides
TAgS! Bl SgrAhe BT X UAET HT & A
(e) Microphone and Speaker
HEHIHA SR WehT

6 (a) Based on the given text, answer the following questions : 4+4=8

fiu o e & oy WX = geel & ST QR
Republic Day Celebration

Every year our Republic day is celebrated on 26t
January on the Rajpath which has been recently
renamed as Kartavya Path. The Parade and Jhankees
of various states and some government departments
start from one corner and move on the entire path.
All Jhankees are beautifully decorated and showcase
Many school and college students perform dances
and yoga displays in front of the guest area. In the
evening the Rashtrapati Bhawan and India Gate area
is lighted beautifully.

(i) Write the steps to add a word National before Republic in the 1
heading and to make the entire heading Bold, Caps and center
aligned.

3T # s/ Republic § 98@ TH 91 National S X QU &
B TS, HH ST Y TART 9 & ©H f§E |
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(1)) Make the paragraph text Right aligned, change font style as italics 1
and change the colour to Red.
TUTh TRE Bl I TART 9910, Hie ©IEd Bl IR B 3T 39k
[ H @ H g |

(iii) Write the steps to find the word Jhankees in the paragraph and 1

replace it with the word Tableaus. Repeat it for every occurrence of
this word.

I § "Jhankees" ST @IS X S¥ "Tableaus" 91 ¥ S8 & €
ford <fel Siet 91 9% o=k ®©, 3H & |

(iv) Add these lines at the bottom of the given paragraph from the 1
next line so as to make this as another paragraph.

A TS AR Bl UUTE b S H STl @3 A SIS 39 Wb AT I
EEi
People gather around the area in huge number to

watch this spectacular celebration and feel very
proud to be an Indian.

Make the above paragraph as justified and change
its colour to green.
T T STIR WTH & TEHES iR 366 1 &l
EXUEE
(b) Answer the questions based on the spreadsheet data given below:

I feu U Fediie T % a9 Fe geHl % 39 Sy ¢

A B C D E
Employee Basic Earned Net
! I\?am}e/r Salary HRA Leave Salary
2| XX 14,000 3000 1000
31 YY 17,000 5000 1500
4 | 77 16,000 4000 900
5] WW 15,000 3500 500
(i) Write a formula to calculate net salary of employee XX in cell 1

E2 which is the sum of basic salary, HRA and earned leave.
Copy this up to ES.

¥ B2 TrArdl ol e dadl e & e ue wieen e s it dad,
TIIMRT 37X 3T W B AT &1 39 & &l ES d& &L
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(i1)) Write a formula to calculate total amount of basic salary and show 1
it in the cell B6.
I Al a1 P e PraTe F fw wike R ol ¥ 4w B6 ¥
fe@m |

(i11)) Write a formula to calculate average net salary and show it in 1
cell E6.
s e qall Freprer o fow web wien foe ofik 39 &« E6 o faand |

(iv) Write a formula to calculate total amount of HRA and earned leave 1

of all employees and show it in cell D6.

Tl Tl % HRA o o1 @d &% $o TS &l 0T &Y K 39 dd
D6 # fe@m |
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DATA ENTRY OPERATIONS
(Theory)

TET Tl AT
\EAR)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 "] [quries : 40

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

et - Wl ueT ot ¥ &R Ul 99 & ofh I€e gmH e U ¥

1  Fill in the blanks for the following : %XIO =5
Frer & et et @1 o iR -
(a) refers to a set of programs that makes the hardware perform

(b)

(c)

(d)

a particular set of tasks in a particular order.

% GeY UH T & ¥ ¥ T S EeaA &l fI9W YBR & Bt @l
fa9w wn ¥ & °§ g9 99 7

is the shortcut key used to make the selected text bold.
SMEHE & A G Y TR DI SIS 11 ST Hohdll ¢ |

The first page of every website is called the

Jh dSHISE Bl el UsT HedTdl Tl
An array of different coloured pens in a clip rack and a robotic arm is
part of a

ST AT TN & U Sl Ueh {ohTq {ob B 1 Bl & 31X Ueh Udifeh H
% few B )

65/ESS/4-336-A | 2 % [ Contd...



(e) columns or rows help you to prevent unwanted changes.

Hied SR A @l H ¥ AUH SO UG § S99 W HeE
e 1
(f) Windows can help you to set-up new components such as sound

card, video card to your computer.

fieie sl STe HgEX § AU HUMH S AES HS, AfsaAr BS
YA BT § HaE HIT |
(g0 A is an electronic document written in a computer language

called HTML..

TE aeite q&es & ot HTML -me &weex st & feman

EicIE

(h) lists allow you to clearly display the main points of your

presentation on the slides.

e STTuh! TE &Y & W5S T YSi=eM & & ([§gall &l Jaid &
@ oAl Tl ¥

(i) Using feature, you can fill a range of cells either with the same

value or with a series of values.

HIER &1 YAN Bk A9 Hal & Th {51 Bl T SI6l aeg a1 9eg Dl
ST ¥ WX 9ahd ¢

(j) File or Folder can be renamed by on it and then clicking on the

Rename option.

HIZA AT BT bl O99 B & [0 39 T B AR ftpT Tmy faee
TR R @Y |
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2 State True or False : %XIO =5

TE A1 T (o
(a) Windows Explorer can be used to copy, move, rename and search files
and folders.

Q&1 Fear 31
(b) GUI stands for Geographical User Interface.

GUI &1 U1 @W&Y § SURIihed g $Th |

(c) Number, Alignment, Font, Border, Patterns and Protection are the six
tabs in the format cells dialog box.

9T, TR, i, e, Y2 ofiR Weae™ 4 gl BHe o9 ST Siad o
forg 6 39 %)

(d) Search Engine is an engine which drives the car, bus etc.
a9 3R T a3 ¥ S B, S| enfy T

(e) LAN stands for Local Area Network.
W B YU WEY § Arhd TRAT eds |

(f) Bold, Italics and Underline are font sizes.
Iice, 3Tiva S ST BT A5 & UHbK ol

(g) CTRL + SHIFT + D keys are used as shortcut keys for making duplicate
copy of a slide.

CTRL + SHIFT + D giee $ial &1 YaNT T3S &l Sgiade Bral a9 &
faq e 51
(h) COBOL, FORTRAN, C and C++ are examples of high level languages.

BiE, B, C 38X C++ B5 Wad wTesl & I ol

(i) To get the smallest number from a given set of numbers, SMALL( )
function is used.
et % UH T H § JAaH §E UK B & g SMALL( ) hase &
TR BT

() To get the arithmetic mean of a given set of numbers, MEAN function
is used.

e U wemst % wE ¥ ¥ uRediee A e % fu MEAN %has™ @t
AR BT B
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3

Define the following terms : (any two)

= o=l @t ool s @ (@1 )

(a)

(b)

(c)

Speakers

g
Wizard
IE&IES

Text alignment

THRE UAZAHLS

Write short notes on the following :

= ot g fewfl fafag -

(a)

(b)

(c)

(d)

(e)

Main document

e ae

Computer languages

g i s

Hiding a worksheet

ehelre bl fsar

Using spelling and Grammar checker

AT R I AHBT BT T

Chart and its types

e 3R 39% YB

65/ESS/4-336-A | 5
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5  Differentiate between the following : 2x5=10
= & 9 fax W= El?l‘ﬁﬂ"‘{ :
(a) Opening an existing presentation and closing a presentation.
UEd o HioE fRdl Ueee™ @l WA iR Fi &
(b) Steps to access Normal view and steps to access Slide sorter view.
A = H YA F W X WSS el g H YN & WH|
(c) System software and Application software.
fen gireaer ol U™ Wiveday |
(d) Steps for selecting consecutive and nonconsecutive files.
HHATT ST ST oA Rad wEal & g & W |

(e) Telnet and FTP.

S S THE|

6 (a) Based on the given text, answer the following questions : 4+4=8

fu T TRE & omuR WX T U9l % SR AT
Visit to a Zoo

Last Sunday we went to visit a zoo with our children. There were Tiger,
Lion, White Peacock, Chimpanzee, Bear, Langoor, Zebra, Camel,
Elephant, various types of Birds, Crocodile etc. in the zoo. Children saw
them with much curiosity and interest and became very happy as this was

their first visit to any zoo.

(i)  Write the steps to make the heading Bold, Center aligned, Underlined 1

and Red colour.

T B Sies, X YA, SisTaET ol @@ T w1 & €W fufau)
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(i) Make the paragraph text justified, change line spacing to double 1
line change colour to Blue.

1 TN qEqABL Al B |
(iii)) Write the steps to copy the same paragraph below the existing one 1

and change its font size by 2 points more, also change its colour to

orange.

IUed YTTH Bl BT B & @& o 3T BT Hih 39 38 WATH
F R T, 319 THD Bi< T3S bl 9adAB al G5 T4, T I8dhT 31w
Gy

(iv) Write the steps to put a border around the ISt paragraph and put 1
a shading effect in the copied paragraph.

T IOMH & IR T 987 34 & W [d 3 Bl fpe U 3R
¥ QT shee T

(b) Answer the questions based on the spread sheet data given below:

o fou U Fesfie s & ey X = U9 % SR i

A B C D
Quantity Total
1 Name of fruits | Rate per amount
purchased }
kg, paid
2 Apple 120 15 kg
3 Organge 80 20 kg,
4 Kiwi 200 3 kg
5 Guava 90 14 kg.
6 Grapes 160 S5kg
7 Pomegranate 190 10 kg
8 Strowberry 180 7kg.
9
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(1) Find the total amount paid for each fruit and also find the grand
total in cell D9.

A% A b [ HA fohal diad a1 T3 ar M S 37 qaa uis 2ed
¥d D9 ¥ fammul

(i1)) Find the average per kg rate in cell B9.
e B9 ¥ afga wid well W fewm|
(iii) Find the total amount paid for Apples, Oranges and Kiwi in cell C9.
q CY ¥ que, AT 3R @ren &% oy Ry g ga oM @ feam)
(iv) Write a formula to calculate the maximum of total paid amount

and show it in cell A9.

P SR H H Afrebad S % g Ue wian foe e afeom d@
A9 ¥ fx@md|
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This Question Paper consists of 6 questions and 8 printed pages.
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DATA ENTRY OPERATIONS
(Theory)

TET Tl AT
\EAR)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 "] [quries : 40

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

et - Wl ueT ot ¥ &R Ul 99 & ofh I€e gmH e U ¥

1  Fill in the blanks for the following : %XIO =5
Frer & et et @1 o iR -
(a) refers to a set of programs that makes the hardware perform

(b)

(c)

(d)

a particular set of tasks in a particular order.

% GeY UH T & ¥ ¥ T S EeaA &l fI9W YBR & Bt @l
fa9w wn ¥ & °§ g9 99 7

is the shortcut key used to make the selected text bold.
SMEHE & A G Y TR DI SIS 11 ST Hohdll ¢ |

The first page of every website is called the

Jh dSHISE Bl el UsT HedTdl Tl
An array of different coloured pens in a clip rack and a robotic arm is
part of a

ST AT TN & U Sl Ueh {ohTq {ob B 1 Bl & 31X Ueh Udifeh H
% few B )
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(e) columns or rows help you to prevent unwanted changes.

Hied SR A @l H ¥ AUH SO UG § S99 W HeE
e 1
(f) Windows can help you to set-up new components such as sound

card, video card to your computer.

fieie sl STe HgEX § AU HUMH S AES HS, AfsaAr BS
YA BT § HaE HIT |
(g0 A is an electronic document written in a computer language

called HTML..

TE aeite q&es & ot HTML -me &weex st & feman

EicIE

(h) lists allow you to clearly display the main points of your

presentation on the slides.

e STTuh! TE &Y & W5S T YSi=eM & & ([§gall &l Jaid &
@ oAl Tl ¥

(i) Using feature, you can fill a range of cells either with the same

value or with a series of values.

HIER &1 YAN Bk A9 Hal & Th {51 Bl T SI6l aeg a1 9eg Dl
ST ¥ WX 9ahd ¢

(j) File or Folder can be renamed by on it and then clicking on the

Rename option.

HIZA AT BT bl O99 B & [0 39 T B AR ftpT Tmy faee
TR R @Y |

65/ESS/4-336-B | 3 % [ Contd...



2 State True or False : %XIO =5

TE A1 T (o
(a) Windows Explorer can be used to copy, move, rename and search files
and folders.

Q&1 Fear 31
(b) GUI stands for Geographical User Interface.

GUI &1 U1 @W&Y § SURIihed g $Th |

(c) Number, Alignment, Font, Border, Patterns and Protection are the six
tabs in the format cells dialog box.

9T, TR, i, e, Y2 ofiR Weae™ 4 gl BHe o9 ST Siad o
forg 6 39 %)

(d) Search Engine is an engine which drives the car, bus etc.
a9 3R T a3 ¥ S B, S| enfy T

(e) LAN stands for Local Area Network.
W B YU WEY § Arhd TRAT eds |

(f) Bold, Italics and Underline are font sizes.
Iice, 3Tiva S ST BT A5 & UHbK ol

(g) CTRL + SHIFT + D keys are used as shortcut keys for making duplicate
copy of a slide.

CTRL + SHIFT + D giee $ial &1 YaNT T3S &l Sgiade Bral a9 &
faq e 51
(h) COBOL, FORTRAN, C and C++ are examples of high level languages.

BiE, B, C 38X C++ B5 Wad wTesl & I ol

(i) To get the smallest number from a given set of numbers, SMALL( )
function is used.
et % UH T H § JAaH §E UK B & g SMALL( ) hase &
TR BT

() To get the arithmetic mean of a given set of numbers, MEAN function
is used.

e U wemst % wE ¥ ¥ uRediee A e % fu MEAN %has™ @t
AR BT B

65/ESS/4-336-B | 4 % [ Contd...



3 Define the following terms : (any two)

1 oreal @1 gl &I ¢ (@R Q)

(a)

(b)

(c)

Compiler

ESIEGEY

Shortcut Menu
sz i

Text alignment

TRE TATETHE

4  Write short notes on the following :

= o s feaoflt fafaw -

(a)

(b)

(c)

(d)

(e)

Main document

el B IS
High level language
TS Wad «ael (STg WAF )

SUM( ) function
() B
Use of clipboard

frRa 9% @1 v

Chart and its types

e 3R 39% YB

65/ESS/4-336-B |
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5  Differentiate between the following : 2x5=10
= % 9= siay Ww @R ¢
(a) Opening an existing presentation and closing a presentation.
UEd o HioE fRdl UeRee™ @l WA iR F &I
(b) Website and Web server
JTEEe X A9 T

(c) System software and Application software.
foeen wiHedat SR Ui |ieaay |

(d) Steps for selecting consecutive and nonconsecutive files.
HHAR 3R AT o Rod wEal & g & RF|

(e) Telnet and FTP.

S S THE|

6 (a) Based on the given text, answer the following questions : 4+4=8

fou U T & emma wR T U9 % SaX IR
Visit to a Zoo

Last Sunday we went to visit a zoo with our children. There were Tiger,
Lion, White Peacock, Chimpanzee, Bear, Langoor, Zebra, Camel,
Elephant, various types of Birds, Crocodile etc. in the zoo. Children saw
them with much curiosity and interest and became very happy as this was

their first visit to any zoo.

(1)  Write the steps to make the heading Bold, Center aligned, Underlined 1

and Red colour.

T & TIes, T TARS, ISR X AW 1T Hid & W faiau|
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(i) Make the paragraph text justified, change line spacing to double 1
line change colour to Blue.

1 TN qEqABL Al B |
(iii)) Write the steps to copy the same paragraph below the existing one 1

and change its font size by 2 points more, also change its colour to

orange.

IUed YTTH Bl BT B & @& o 3T BT Hih 39 38 WATH
F R T, 319 THD Bi< T3S bl 9adAB al G5 T4, T I8dhT 31w
Gy

(iv) Write the steps to put a border around the ISt paragraph and put 1
a shading effect in the copied paragraph.

T IOMH & IR T 987 34 & W [d 3 Bl fpe U 3R
¥ QT shee T

(b) Answer the questions based on the spread sheet data given below:

o fou U Fesfie s & ey X = U9 % SR i

A B C D
Quantity Total
1 Name of fruits | Rate per amount
purchased }
kg, paid
2 Apple 120 15 kg
3 Organge 80 20 kg,
4 Kiwi 200 3 kg
5 Guava 90 14 kg.
6 Grapes 160 S5kg
7 Pomegranate 190 10 kg
8 Strowberry 180 7kg.
9

65/ESS/4-336-B | 7 % [ Contd...



(1) Find the total amount paid for each fruit and also find the grand
total in cell D9.

% % & [T HA (eha-l BT o T3 At e iR 37 qaar WS ed
¥d D9 ¥ fe@m|

(i1)) Find the average per kg rate in cell B9.
¥d B9 # off|a uid seit {2 femm)
(iii)) Find the total amount paid for Apples, Oranges and Kiwi in cell C9.
A CY ¥ que, AT 3R @rel &% fou Ry 7T ga oM @ R
(iv) Write a formula to calculate the maximum of total paid amount

and show it in cell A9.

P SR H H Afbad ST % g U wian foe e afem da
A9 ¥ fe@m|

65/ESS/4-336-B | 8 %
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DATA ENTRY OPERATIONS
(Theory)

TET Tl AT
\EAR)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 "] [quries : 40

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

et - Wl ueT ot ¥ &R Ul 99 & ofh I€e gmH e U ¥

1  Fill in the blanks for the following : %XIO =5
Frer & et et @1 o iR -
(a) refers to a set of programs that makes the hardware perform

(b)

(c)

(d)

a particular set of tasks in a particular order.

% GeY UH T & ¥ ¥ T S EeaA &l fI9W YBR & Bt @l
fa9w wn ¥ & °§ g9 99 7

is the shortcut key used to make the selected text bold.
SMEHE & A G Y TR DI SIS 11 ST Hohdll ¢ |

The first page of every website is called the

Jh dSHISE Bl el UsT HedTdl Tl
An array of different coloured pens in a clip rack and a robotic arm is
part of a

ST AT TN & U Sl Ueh {ohTq {ob B 1 Bl & 31X Ueh Udifeh H
% few B )
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(e) columns or rows help you to prevent unwanted changes.

Hied SR A @l H ¥ AUH SO UG § S99 W HeE
e 1
(f) Windows can help you to set-up new components such as sound

card, video card to your computer.

fieie sl STe HgEX § AU HUMH S AES HS, AfsaAr BS
YA BT § HaE HIT |
(g0 A is an electronic document written in a computer language

called HTML..

TE aeite q&es & ot HTML -me &weex st & feman

EicIE

(h) lists allow you to clearly display the main points of your

presentation on the slides.

e STTuh! TE &Y & W5S T YSi=eM & & ([§gall &l Jaid &
@ oAl Tl ¥

(i) Using feature, you can fill a range of cells either with the same

value or with a series of values.

HIER &1 YAN Bk A9 Hal & Th {51 Bl T SI6l aeg a1 9eg Dl
ST ¥ WX 9ahd ¢

(j) File or Folder can be renamed by on it and then clicking on the

Rename option.

HIZA AT BT bl O99 B & [0 39 T B AR ftpT Tmy faee
TR R @Y |

65/ESS/4-336-C | 3 % [ Contd...



2 State True or False : %XIO =5

TE A1 T (o
(a) Windows Explorer can be used to copy, move, rename and search files
and folders.

Q&1 Fear 31
(b) GUI stands for Geographical User Interface.

GUI &1 U1 @W&Y § SURIihed g $Th |

(c) Number, Alignment, Font, Border, Patterns and Protection are the six
tabs in the format cells dialog box.

9T, TR, i, e, Y2 ofiR Weae™ 4 gl BHe o9 ST Siad o
forg 6 39 %)

(d) Search Engine is an engine which drives the car, bus etc.
a9 3R T a3 ¥ S B, S| enfy T

(e) LAN stands for Local Area Network.
W B YU WEY § Arhd TRAT eds |

(f) Bold, Italics and Underline are font sizes.
Iice, 3Tiva S ST BT A5 & UHbK ol

(g) CTRL + SHIFT + D keys are used as shortcut keys for making duplicate
copy of a slide.

CTRL + SHIFT + D giee $ial &1 YaNT T3S &l Sgiade Bral a9 &
faq e 51
(h) COBOL, FORTRAN, C and C++ are examples of high level languages.

BiE, B, C 38X C++ B5 Wad wTesl & I ol

(i) To get the smallest number from a given set of numbers, SMALL( )
function is used.
et % UH T H § JAaH §E UK B & g SMALL( ) hase &
TR BT

() To get the arithmetic mean of a given set of numbers, MEAN function
is used.

e U wemst % wE ¥ ¥ uRediee A e % fu MEAN %has™ @t
AR BT B

65/ESS/4-336-C | 4 % [ Contd...



3 Define the following terms : (any two)
e gt @ ufenfya #ifve (@ @)
(@) Utility software
Sicierd
(b) Cell Reference
EEERC |

(c) Text alignment

TRE TATETHE

4  Write short notes on the following :
= o i fewdl fafag
(a) Main document
el B IS
(b) Compiler
E2SIENE

(c) Hiding a worksheet

Fehelie bl fur

(d) Creating Nested List

s foe A

(e) Average() function

Uael( ) Hae™
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1x2=2

2x5=10

% [ Contd...



5  Differentiate between the following : 2x5=10
e & da i W HY -
(a) Opening an existing presentation and closing a presentation.
UEd o HioE fRdl UeRee™ @l WA iR F &I
(b) CC : Field in Email and BCC : Field in Email
d § CC : wies 3R BCC : wiks
(c) System software and Application software.
foeen wiHedat SR Ui |ieaay |
(d) Steps for selecting consecutive and nonconsecutive files.
HHAR 3R AT o Rod wEal & g & RF|

(e) Telnet and FTP.

S S THE|

6 (a) Based on the given text, answer the following questions : 4+4=8

fiw T TR % emuR W T uel % S A
Visit to a Zoo

Last Sunday we went to visit a zoo with our children. There were Tiger,
Lion, White Peacock, Chimpanzee, Bear, Langoor, Zebra, Camel,
Elephant, various types of Birds, Crocodile etc. in the zoo. Children saw
them with much curiosity and interest and became very happy as this was

their first visit to any zoo.

(i)  Write the steps to make the heading Bold, Center aligned, Underlined 1

and Red colour.

T B Sies, X UATEH, ofstanET oiR @ T &1 & ww fuRau)
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(i) Make the paragraph text justified, change line spacing to double 1
line change colour to Blue.

1 TN qEqABL Al B |
(iii)) Write the steps to copy the same paragraph below the existing one 1

and change its font size by 2 points more, also change its colour to

orange.

IUed YTTH Bl BT B & @& o 3T BT Hih 39 38 WATH
F R T, 319 THD Bi< T3S bl 9adAB al G5 T4, T I8dhT 31w
Gy

(iv) Write the steps to put a border around the ISt paragraph and put 1
a shading effect in the copied paragraph.

T IOMH & IR T 987 34 & W [d 3 Bl fpe U 3R
¥ QT shee T

(b) Answer the questions based on the spread sheet data given below:

o fou U Fesfie s & ey X = U9 % SR i

A B C D
Quantity Total
1 Name of fruits | Rate per amount
purchased }
kg, paid
2 Apple 120 15 kg
3 Organge 80 20 kg,
4 Kiwi 200 3 kg
5 Guava 90 14 kg.
6 Grapes 160 S5kg
7 Pomegranate 190 10 kg
8 Strowberry 180 7kg.
9
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(1) Find the total amount paid for each fruit and also find the grand
total in cell D9.

A% A b [ HA fohal diad a1 T3 ar M S 37 qaa uis 2ed
¥d D9 ¥ fammul

(i1)) Find the average per kg rate in cell B9.
e B9 ¥ afga wid well W fewm|
(iii) Find the total amount paid for Apples, Oranges and Kiwi in cell C9.
q CY ¥ que, AT 3R @ren &% oy Ry g ga oM @ feam)
(iv) Write a formula to calculate the maximum of total paid amount

and show it in cell A9.

P SR H H Afrebad S % g Ue wian foe e afeom d@
A9 ¥ fx@md|
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This Question Paper consists of 6 questions and 8 printed pages.
THUF-TAH 6 A e 8 AT S |

Roll No. Code No.
AT HE . 65/0SS/1
SETR= | A

Day and Date of Examination
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(Theory)
TET TS AT
(SEAR)
(336)

(wdrem =1 fem 7 fe=ie)

Signature of Invigilators 1.

(Friterani &% TEnER)

General Instructions :

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

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

3 Making any identification mark in the Answer-Book or writing Roll Number anywhere other than
the specified places will lead to disqualification of the candidate.

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

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

A SIS

1 e usF-u9 % ded U UX SIU i oEed fag |

2 U OUS-UF @ S o 6 UsT-u b FA gl A ueA @ S o den ¢ A uuw g %
TI9 UK BY T 3T 9 @bl o g f B o b 9T hivh &9 H ¥

3 Iwgiaw ¥ deam-fas sAW stgen ffdw @l & sifafted wel o ergsuih e ax qdened @
AT SEAAT SR

4 U@ U o9 A e, @ otuar Tad, Red W oad oenfs & IR, Sa-giaw A fae)

5 o SoR_gReE W ST a1 @ 4. 65/08S/1, we-|A] frd
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DATA ENTRY OPERATIONS
(Theory)
TET TSl AT
(Rresta)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 g9 [quies : 40

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

et g w9 Stfemd ¥ iR e W9 % oih IHeh G 9T T ¥

1  Fill in the blanks for the following: %XI() =5

=1 7 e @t &1 gfi @it
(a) is the process for producing results from the data in order to get

useful information.
ST GO W R b faw  we ufkan ek § e ser 9 ufom
fepte Trar 1

(b) s a keyboard shortcut used to paste cut or copied text.

BT AT AT BIYl fhaT TAT TR TR BT B DiEE Mehe ]
(c) HTML is a language that consists of certain keywords called ,

used for writing the documents on the web.

AT Td (HTML) T e & fad 5 drese & § BT
ST 3| 39T YA 999X SEeS fee % g e
(d) Every computer language is bound by a set of rules known as of

that language.
T% BT T ol & U e g4 Bl § [ 39 W @ HET
i
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(e) provides a quick access to the most commonly used options with

respect to the formatting needs.

Afmay I B I fasedl & T gid wagr weM &ar § S
WA SEThdtel ¥ Safad siar |

(H) management in Windows can be done through Windows Explorer

or My Computer.

e TR a1 A HREX E S ¥ yegd fRan o |an
(g) _ is the most common type of internet connection available from

ISPs.

S T8 W 10 Ued |99 990 YBR B 3 BasE BT 2
(h) Clip art, Sound effects, Music, Video clips are various  features

which can be added to the slides while preparing a presentation.

IS (AR ] 99T WS 9 fRMU e, d8s shae, =i, difsal foaa
anfe @l ST 91 bt & T HEY HEd % |

(i) By using feature, you can make the worksheet headings to remain

visible at all times, even if the worksheet is scrolled through.

HEX ® IUANT Bk AT & AT Tl BT & <@ Fahd ¥,
TEM THINE ThIA Bl o &l B

(G) When files or folders are from harddisk, Windows places them
in the Recycle Bin.

T BIEd 3T hiesT Bl TEewh 9 oo oman 7, e o= Samaea
fo7 & @ 3
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2 State True or False : %XIO =5

W&l a1 TTaq ity
(a) Click on Start — Click on My Documents — Click on File or Folder
you want to Rename — Under File — Click Rename.

W T o/ HY —> W13 Siagied WX ki ®HY — 39 BIEd AT Hies{ U kid
B T g O & =@ed € > R § S T 9 TR Bl

(b) Details of files such as Name, Type and Size are displayed when you go
to Edit menu and select Copy option.

S 39 TREE T § WL HiUl fIhed &l gd & f BIEd B faaie 9 M,
TET HEA S Bl T G o |

(c) Hide option hides the selected column or row and deletes the data.
Trés R T BT FW ol QA B Fou ¥ ol st A Reetie T F B

(d) TCP /IP stands for Transmission Control Protocol and Internet Protocol.
JF U/ omg Ot (TCP / IP) &1 T @y & ZFEMSH Heid Terbid ST 321
I |

(e) SMTP stands for Simple Mail Transfer Protocol.
TE A A (SMTP) &1 Ul @&d § Riua o 2w i |

(f) Shortcut for selecting the whole paragraph is to tripple click within the
paragraph.
T T BT R HIT B SMEhe TUDBT & I & §rd H el Wl foaa forsd
B

(g) A small image of each slide is displayed in the Normal View.
A g H TO® WEs @l Bl B fEs <l §)

(h) Generalized package and customized package are two types of system
software.

TR U oK HHg S Udhel, fAeH Hiwead & a Yo 2|

(i)  When you click on a cell having some formula, the formula will appear
in the Formula Bar.

S o9 fRdl UE & WX TRk wd € T ®ien eI 5, a1 98 Wien B
IR ¥ fe@ m

() Column, Line and Pie are types of charts.
HIEH, WET 3K U5 I 99 € & ThIK o |
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3 Define the following terms : (any two)
e oreal @l afwifig @ifsTg o (fop=et =)
(a) Control Unit
g e
(b) Theme
g
(c) Space Bar

g )

4  Write short notes on the following :
e o dfera feafrat fafeg -
(a) Utility of Mailmerge
HAAS %I SUAIRTAT
(b) Memory system in a computer
HT H Al e
(c) Worksheet Formatting
Jenelie wHTET
(d) Changing Page margin using Ruler
AL B TAR Hlch U AT q&eTT
(e) Elements of formula
HIHAT & A
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5  Differentiate between the following :

=1 &% 9 efaxr wWw BT

(a)

(b)

(c)

(d)

(e)

Slide Show View and Slide Sorter View
WSS 9 & ofX WS |iel

Dial Up connection and ISDN connection

TEA-OTT B Sl TS TH S T 9™

Mouse and Light Pen

TeH SR @RS Ud

Steps to Rename a file and Steps to delete a file

BIEA Dl 9T B & B 3K BEd &l BAl B & &

Steps to save a presentation and Steps to print a presentation.

YS9 &l q B & W AR YS9 Bl T w & &

Based on the given text answer the following questions :
fu T TRE & omuR WX T U9l % SR QI
MAC Shooting Academy:
Best place for 10 mtr Air Rifle and Air Pistol Training Facilities
Basic to International standard training
Physical Fitness Training
Yoga and Meditation
Competition with other academy students.
Admission open

Training provided by professional coaches.

(i) Make the heading 'MAC Shooting Academy' - bold, underlined

and all caps.

2x5=10

4+4=8

1

'MAC Shooting Academy' 38 T &l dics, sfst@zT X od &™

B b T |
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(b) Answer the questions based on the spreadsheet data given below :

(ii) Make the 2" line as bold, italics and reduce its font by two points.

(iii)

(iv)

A AT B TS, ITAdd B 31X 3HB B TIEA Bl &l U5 B H|

aligned and use star as bullets.

Make the list under facilities as a bulleted list, align it as center

Facilities % 9 &1 T3 & @ Ts goies e sA¢ &R goe & &9 |
W & JAT He | 39 e &l ¥ T | 991 |

to Red.

Make the last two lines as left aligned and change its colour

™ & Al B W9 YRS 90 AR 6% 1 Bl e he |

T G B Wi % emar W el @ I A

A

B

C

D

E

Strore Name

Item-1 sale
Luggage

Item-2 sale
Food Items

Item-3 sale
Apparels

Item-4 sale
Sports

Total
sale

22,000

50,000

10,000

8,000

10,000

20,000

8,000

7,000

11,500

27,000

9,000

11,000

whl@ v b

20,200

45,000

10,000

10,000

N (N[ BN

(i)

Write a formula in cell F2 to show total sale of store A.

& F2 % U B g R ©1 A # gw 4w e 3

(i1)) Write a formula in cell D6 to calculate total sale of Apparels in

all stores.

1

& D6 ¥ | WK ¥ UURA @l fashl &1 g i e T 390 |

% [ Contd...

65/0SS/1-336-A | 7



(ii1)) Write a formula in cell E7 to calculate total sale of Food items 1

and Sports items in stores C and D.

¥ E7 9 ®R C iR D & {3 oEeH &R WEH 3ME32q & Fo adl Dl
TUET b eTee fe@md |

(iv) Write a formula in cell E6 to calculate the average sales of each 1

store for each item.

& E6 9 U wieen foe frad a4l @R % a4l omged @ oied aa foams
TS Bl
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This Question Paper consists of 6 questions and 8 printed pages.
THUF-TAH 6 A e 8 AT S |

Roll No. Code No.
AT HE . 65/0SS/1
setre | B

Day and Date of Examination

DATA ENTRY OPERATIONS
(Theory)
TET TS AT
(SEAR)
(336)

(wdrem =1 fem 7 fe=ie)

Signature of Invigilators 1.

(Friterani &% TEnER)

General Instructions :

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

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

3 Making any identification mark in the Answer-Book or writing Roll Number anywhere other than
the specified places will lead to disqualification of the candidate.

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

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

A SIS

1 e usF-u9 % ded U UX SIU i oEed fag |

2 U OUS-UF @ S o 6 UsT-u b FA gl A ueA @ S o den ¢ A uuw g %
TI9 UK BY T 3T 9 @bl o g f B o b 9T hivh &9 H ¥

3 Iwgiaw ¥ deam-fas sAW stgen ffdw @l & sifafted wel o ergsuih e ax qdened @
AT SEAAT SR

4 U@ U o9 A e, @ otuar Tad, Red W oad oenfs & IR, Sa-giaw A fae)

5 o IO-gRawl WX YU @ @S +. 65/0SS/1, i?lz- ford |
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DATA ENTRY OPERATIONS
(Theory)
TET TSl AT
(Rresta)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ¢ 2 Tue] [quiies : 40

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

et g w9 Stfemd ¥ iR e W9 % oih IHeh G 9T T ¥

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

= o T =l @) gfid s
(a) HTML is a language that consists of certain keywords called ,

used for writing the documents on the web.

g AT Ta (HTML) ws o & e $5 dasq g § [ HET
ST 2| S9H YA 99 U SWES foed % g s 2
(b) Every computer language is bound by a set of rules known as of

that language.
T BT AT ol & T 6§ 997 el ¢ T o9 9T &1 |
ST 2|

(©) provides a quick access to the most commonly used options with

respect to the formatting needs.

ATt TEHE B I fasedt & T gid Wa9r UeH &Iar § S
HIHIET STA9ThdTsll ¥ Hefad ial &l
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(d) management in Windows can be done through Windows Explorer

or My Computer.

fieir v a1 915 B B fOsie o gaeF foham ST dehaT ® |

(e) is the process for producing results from the data in order to get

useful information.

SUIRT FET U B & g U YishdT Bl & REd ST 8 giem
frepra ST %1

() is a keyboard shortcut used to paste cut or copied text.
BT AT AT BIYT haT TAT TR TR &I B DIEE Mehe ]

(g) When files or folders are from harddisk, Windows places them

in the Recycle Bin.

9 BEA 3 WSt Bl TESh o fopan siman 3, ffe 9% Jamaea
o ¥ & )
(h) By using feature, you can make the worksheet headings to remain

visible at all times, even if the worksheet is scrolled through.

HEX B IUAN Bk AT T AT ThINE BT B @ Thd T,
TEMN ThINE Thid Bl T &l 2

(i) Clip art, Sound effects, Music, Video clips are various features

which can be added to the slides while preparing a presentation.

USTe e AR 6id 999 WIS § /9 o, d18s hae, R, disdl frg

T @1 ST o Hahar & R HrE HEd &

G) is the most common type of internet connection available from
ISPs.
o8 TH W &1 Y& 99 HIERY YhR & 3T B B 2
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2 State True or False : %XIO =5

el a1 Taq fakay

(a) TCP /IP stands for Transmission Control Protocol and Internet Protocol.
AW/ g 91 (TCP / IP) &1 qUl WHY & M H2id Tihid 3K 32
TEIhIe |

(b) Hide option hides the selected column or row and deletes the data.

T5s faded g4 TY Bia| ok U @l fBurar § &R ster &l f$ae &Y < 3|

(c) Details of files such as Name, Type and Size are displayed when you go
to Edit menu and select Copy option.

S O TS Tg § ST HUl [Gbed Bl GAd & A BIEA Bl (a0 Sy 7,
TEY WEA AN Bl TG FHd o |

(d) Click on Start — Click on My Documents — Click on File or Folder
you want to Rename — Under File — Click Rename.

wIE IX foRkTd B — W15 STagHed WX ks Bl — SH BIEd 1 Biest W [mh
w8 oy T79 & 9ed € — BEa 9 9N - {99 W e B
(e) A small image of each slide is displayed in the Normal View.

T = H Yd® wWEs @ B 89w Il 2

(f) Generalized package and customized package are two types of system
software.

SRS Uhel 3R hEeHESS Uchel, e Qiweday & & Yo £ |

(g) When you click on a cell having some formula, the formula will appear
in the Formula Bar.

W 39 fpell UE S WX TR e ¥ T Wi eian ¥, d 9% wien s
IR ¥ fe@E <

(h) Column, Line and Pie are types of charts.
HIEH, WEA X U5 I 9 °OE b Th ¢ |

(i) SMTP stands for Simple Mail Transfer Protocol.
TETA A9 (SMTP) &1 Ul @&d § fiua o 2w e |

()  Shortcut for selecting the whole paragraph is to tripple click within the
paragraph.
X IO i aerde HT 1 9Meehe TUHT & I & drd o el Wl foud fomsm
B |
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3 Define the following terms : (any two)

=1 ot=Rl @l it @ifsig : (feReel <)

(a) Output devices

ageye feamsq
(b) Worksheet
CERIE
(c) Space Bar

g T

4  Write short notes on the following :
e g gt fewfvrat ﬁfﬁﬁq :
(a) Elements of formula
(b) System software
feen Ay
(c) Components of a chart
o % FE
(d) Spell check feature
qd T% B
(e) Utility of Mailmerge

HEHS] ! ST
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5  Differentiate between the following :

= & 9 ofay W BT ¢

(a)

(b)

(c)

(d)

(e)

Slide Show View and Slide Sorter View

WSS 9 & ofR wWgs |iex &

Leased line connection and DSL connection

SRt HaH R S T U HaeH

Steps to save a presentation and Steps to print a presentation.
YS9 &l q B & LR AR YS9 Bl T w & &
Mouse and Light Pen

Aed 8iR @ge U=

Steps to Rename a file and Steps to delete a file

BIEA B TH B b R AR GEA B Al HE & L

Based on the given text answer the following questions :
fu T TRE & omu WX o g9 % SR AT
MAC Shooting Academy:
Best place for 10 mtr Air Rifle and Air Pistol Training Facilities
Basic to International standard training
Physical Fitness Training
Yoga and Meditation
Competition with other academy students.
Admission open

Training provided by professional coaches.

(i) Make the heading 'MAC Shooting Academy' - bold, underlined

and all caps.

2x5=10

4+4=8

1

'MAC Shooting Academy' 38 2T &l e, 3fst@Rd SR 3| o™

B b wY g |
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(b) Answer the questions based on the spreadsheet data given below :

(ii) Make the 2" line as bold, italics and reduce its font by two points.

(iii)

(iv)

A AT B TS, ITAdd B 31X 3HB B TIEA Bl &l U5 B H|

aligned and use star as bullets.

Make the list under facilities as a bulleted list, align it as center

Facilities % 9 &1 T3 & @ Ts goies e sA¢ &R goe & &9 |
W & JAT He | 39 e &l ¥ T | 991 |

to Red.

Make the last two lines as left aligned and change its colour

™ & Al B W9 YRS 90 AR 6% 1 Bl e he |

T G B Wi % emar W el @ I A

A

B

C

D

E

Strore Name

Item-1 sale
Luggage

Item-2 sale
Food Items

Item-3 sale
Apparels

Item-4 sale
Sports

Total
sale

22,000

50,000

10,000

8,000

10,000

20,000

8,000

7,000

11,500

27,000

9,000

11,000

whl@ v b

20,200

45,000

10,000

10,000

N (N[ BN

(i)

Write a formula in cell F2 to show total sale of store A.

& F2 % U B g R ©1 A # gw 4w e 3

(i1)) Write a formula in cell D6 to calculate total sale of Apparels in

all stores.

1

& D6 ¥ | WK ¥ UURA @l fashl &1 g i e T 390 |

% [ Contd...
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(ii1)) Write a formula in cell E7 to calculate total sale of Food items 1

and Sports items in stores C and D.

¥ E7 9 ®R C iR D & {3 oEeH &R WEH 3ME32q & Fo adl Dl
TUET b eTee fe@md |

(iv) Write a formula in cell E6 to calculate the average sales of each 1

store for each item.

& E6 9 U wieen foe frad a4l @R % a4l omged @ oied aa foams
TS Bl

65/0SS/1-336-B | 8 ﬁ



This Question Paper consists of 6 questions and 8 printed pages.
THUF-TAH 6 A e 8 AT S |

Roll No. Code No.
AT HE . 65/0SS/1
setie |(C

Day and Date of Examination

DATA ENTRY OPERATIONS
(Theory)
TET TS AT
(SEAR)
(336)

(wdrem =1 fem 7 fe=ie)

Signature of Invigilators 1.

(Friterani &% TEnER)

General Instructions :

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

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

3 Making any identification mark in the Answer-Book or writing Roll Number anywhere other than
the specified places will lead to disqualification of the candidate.

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

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

A SIS

1 e usF-u9 % ded U UX SIU i oEed fag |

2 U OUS-UF @ S o 6 UsT-u b FA gl A ueA @ S o den ¢ A uuw g %
TI9 UK BY T 3T 9 @bl o g f B o b 9T hivh &9 H ¥

3 Iwgiaw ¥ deam-fas sAW stgen ffdw @l & sifafted wel o ergsuih e ax qdened @
AT SEAAT SR

4 U@ U o9 A e, @ otuar Tad, Red W oad oenfs & IR, Sa-giaw A fae)

5 ol sEgReR W S @ oA 1. 65/088/1, v C| e
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DATA ENTRY OPERATIONS
(Theory)
TET TSl AT
(Rresta)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 g9 [quies : 40

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

et g w9 Stfemd ¥ iR e W9 % oih IHeh G 9T T ¥

1  Fill in the blanks for the following: 1x10=5
1 & o @t @ gid Ak

(a) provides a quick access to the most commonly used options with

respect to the formatting needs.

ATy TEHE B I fasedl & T gid WAy UeM &ar § S
BT STagasharel | deiad e 5|

(b) management in Windows can be done through Windows Explorer

or My Computer.
e veaRe a1 A1 HPgeX B fosr o gaeM R ST dehat B |

(c) HTML is a language that consists of certain keywords called ,

used for writing the documents on the web.

TgATATA (HTML) T% owr & f5ed 3% dasg e § o &an
ST T 39HT YA 999X e foed & T e ®
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(d) Every computer language is bound by a set of rules known as of

that language.
UA® HRET AT ol & T e ¥ 947 el @ TR 99 v @ HE
ST 1

(e) is the process for producing results from the data in order to get

useful information.

SUIM I W HA B AT T wiskaAr B & e s @ uivomm
frepTen ST 2 |

(f) _ is a keyboard shortcut used to paste cut or copied text.
BT TAT AT Bl AT TN TR TR B BT B SMewe T

(g) When files or folders are  from harddisk, Windows places them

in the Recycle Bin.

T BEd i WISt B FES@ o foran o &, fflew o e
fo o @ 7
(h) By using feature, you can make the worksheet headings to remain

visible at all times, even if the worksheet is scrolled through.

B HI SYANT Hih oMY X I dHhiie T &l 3@ Tohd T,
TEM THINE Thid Bl T &l 2

(i) Clip art, Sound effects, Music, Video clips are various features

which can be added to the slides while preparing a presentation.

USTee™ (AR &id 999 WIS § fRg o, d18s hae, RIfow, difsdl frg

e @1 ST o "ahar & R HrET Hed |

() is the most common type of internet connection available from
ISPs.
oS T A1 g1 Yed 9a9 |IEURO YhR & 32 HiasH BT
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2 State True or False : %XIO =5

el a1 Taq fakay

(a) A small image of each slide is displayed in the Normal View.
A g H TO® WEs @l Bl B f@s <l §)

(b) Generalized package and customized package are two types of system
software.

TATES Uhal 3R HEHEeS Uohe!, [AeH 99edaX & a T & |

(c) When you click on a cell having some formula, the formula will appear
in the Formula Bar.

o Y el UE & 9K R HYd € TSTa WiHen Bian §, a1 9% HBIeT B
IR ¥ fe@s m

(d) Column, Line and Pie are types of charts.
HIH, WET X U5 I 99 9C & ThIK |

(e) Click on Start — Click on My Documents — Click on File or Folder
you want to Rename — Under File — Click Rename.

W W forie ® — W13 Siagied WX i #¢ — 39 BIEd A1 HiesT U fkid
B T o O 6 =wed € > R § S T 9 TR Bl

(f) Details of files such as Name, Type and Size are displayed when you go
to Edit menu and select Copy option.

S Y TS 7Y § ST HiUl foehed Hl gAd & dl I Bl [qaie S| 7,
TET WEA A Bl TG G o |

(g) Hide option hides the selected column or row and deletes the data.
T5s fa%ed g4 TY BIa| oI U @l fBurar § &K ster &l f$de &Y < 3|

(h) TCP /IP stands for Transmission Control Protocol and Internet Protocol.
WA/ omg G (TCP / IP) %1 qUi @y § MM Sheld el it 32T
TEIehIe |

(i) SMTP stands for Simple Mail Transfer Protocol.
TETA A9 (SMTP) &1 Ul @&d § fiua o 2w e |

()  Shortcut for selecting the whole paragraph is to tripple click within the

paragraph.
T AT BT e BT BT SThe TUBT & TR o a1 | hel Wl gua forisd
B |
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3 Define the following terms : (any two)

e el bl g iteg (el =)
(@ LCD Monitor
T 91 S A
(b) Work Book
T Ih
(c) Space Bar

g )

4  Write short notes on the following :
e o i feafr fafag :
(a) Worksheet Formatting

Tehsfie wmfeT

(b) Generalized Package

TAATESS  Yohl
(c) Utility of Mailmerge
HAHS %I SUAIRTAT
(d) Copying Text
SRS BIUT BT
(¢) Auto Shapes

AR ks

65/0SS/1-336-C | 5
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5  Differentiate between the following :

=1 &% g efaxr wWw Wi

(a)

(b)

(c)

(d)

(e)

Mouse and Light Pen
qed of @3 Uq

www & Web Browser

Steps to Rename a file and Steps to delete a file

HEA B TTH B & B AR BEA Dl [SAE HH b LH
Slide Show View and Slide Sorter View

WSS 9 & ofX WS |iel

Steps to save a presentation and Steps to print a presentation.

YT Bl 99 B & ©H X Uo=9F &l fiic #3 & &

Based on the given text answer the following questions :
fu T TRE & omuR WX T U9l % SR T
MAC Shooting Academy:
Best place for 10 mtr Air Rifle and Air Pistol Training Facilities
Basic to International standard training
Physical Fitness Training
Yoga and Meditation
Competition with other academy students.
Admission open

Training provided by professional coaches.

(i) Make the heading 'MAC Shooting Academy' - bold, underlined

and all caps.

2x5=10

4+4=8

1

'MAC Shooting Academy' 38 2T &l e, sfstaRT ol 3| &™

B b =Y g |
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(b) Answer the questions based on the spreadsheet data given below :

(ii) Make the 2" line as bold, italics and reduce its font by two points.

(iii)

(iv)

A AT B TS, ITAdd B 31X 3HB B TIEA Bl &l U5 B H|

aligned and use star as bullets.

Make the list under facilities as a bulleted list, align it as center

Facilities % 9 &1 T3 & @ Ts goies e sA¢ &R goe & &9 |
W & JAT He | 39 e &l ¥ T | 991 |

to Red.

Make the last two lines as left aligned and change its colour

™ & Al B W9 YRS 90 AR 6% 1 Bl e he |

T G B Wi % emar W el @ I A

A

B

C

D

E

Strore Name

Item-1 sale
Luggage

Item-2 sale
Food Items

Item-3 sale
Apparels

Item-4 sale
Sports

Total
sale

22,000

50,000

10,000

8,000

10,000

20,000

8,000

7,000

11,500

27,000

9,000

11,000

whl@ v b

20,200

45,000

10,000

10,000

N (N[ BN

(i)

Write a formula in cell F2 to show total sale of store A.

& F2 % U B g R ©1 A # gw 4w e 3

(i1)) Write a formula in cell D6 to calculate total sale of Apparels in

all stores.

1

& D6 ¥ | WK ¥ UURA @l fashl &1 g i e T 390 |

% [ Contd...
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(ii1)) Write a formula in cell E7 to calculate total sale of Food items 1

and Sports items in stores C and D.

¥ E7 9 ®R C iR D & {3 oEeH &R WEH 3ME32q & Fo adl Dl
TUET b eTee fe@md |

(iv) Write a formula in cell E6 to calculate the average sales of each 1

store for each item.

& E6 9 U wieen foe frad a4l @R % a4l omged @ oied aa foams
TS Bl

65/0SS/1-336-C | 8 %
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