(b) Following data shows marks of 6 students of 10t class in 4 subjects
in the pre board exams. Based on this data, write the formula to calculate
the following :

A B C D E F G
1 | S.No. | Name of Student | English [ Maths | Science | Computer | T'otal Marks
21 1 Sudhir 68 80 72 84
31 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
51 4 Pratham 91 92 93 50
6 5 Neena 45 56 59 44
71 6 Ravish 78 88 91 89

(a) Write the formula in cell G2 to show total marks of Sudhir.

{b) Wrile the steps lo copy the formula in G2 o the rest ol the cells
(from G3 to G7)

{¢) Wrile the lormula to calculate the average marks ol all students.

(d) Write the formula using function to find the maximum of total marks.

Aokt So h Ao 8 L UF I 6 Ut U Bt £ L E
L3t Lok el gt en Mo U 0B 3 Sy S 2 gf 2
b L L S
A B C D E F| G
LA |l d oA G| S| el | AS
1 | 2+~ | 68 | 80 | 72 | 84
bt | 85 | 2| 79 | 81
sl 69 68 71 74
(‘Z» 91 | 92 | 93 | 90
b 45 56 | 59 | 44
Jes | 78 | 88 | 91 | 89
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8  Answer the following : 2x2=4
=Ly l.:.al,f:?i U)JI}’J“E,?JJ-"
{a) The following table shows data, as observed by an audit agency about

the revenue spenlt by the govl. on various areas ol developmeni.

Write the steps to plot a pie chart on the basis of this data.

A B C
1 [ S.No. | Areas ol Development | Revenue spent (in %)
2 1 Lducation 22
3 2 Health 27
4 3 Rural development 11
5 4 [Farming 25
6 5 Sanitation 15

Z:J{/i.'é;. “LJ;L'»G b13 aﬁd"bgp}i ﬂi&j}fugd Ju.g;t)',.pﬂ
el ol P U il L ﬁéé @741 é/”L)f U}ﬂ"._ét?,gjﬁ
_ég.::«l.i,sléﬁd'_/dal}: Lol ég s
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2 1 7 22
3 2 o 27
4 3 35 s 1
5 4 3 25
6| s S 15
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7  Answer the [ollowing : 2x2=4

(a)

(b)

Contd... |
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In a Word document, which short cut keys are pressed to do the
[ollowing actions ?
e bl Lo Forote ol s KL Lt a3
(1) To copy a paragraph of text
L LI Gl S
(i1)) Go to the beginning of the document
L Ll flpl vt
(i11) To Replace a text

Ll DAL

(iv) To activate Spelling and Grammar checker

L L SR e

Write the steps to do the following actions on the given sentence :

: ggaujiéé’;/ YR Y- A

Till now our instituta has
imperted skill based training to over
50,000 youngboys and girls and created
empleyment opportonities for them.

(i) Corrcct the spelling mistakes in the above paragraph.
& LUl 1 St D s
(ii) Above text is Ariel and size 10, change it to Ariel black,
size 14.
147 ba it pete AL LB10 U8 S P oidi
E
(1i1) Makc the above text Bold and Underline
..écfﬂjjlj}fﬂ)f[c}bu!&
(iv) Letft align the text.

A
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4  Write short notes on the following : 2x4=8

:“&U..b}/’”,; Sitw

{a) Fonl Face
Ut

{b) Rulers
Jlgseg)

{c) Input Devices

bl s TL bl U 2B
{d) Crealing Smarl Art in worksheel.

bl Tt 2 22

5  Differentiate between the following : 2x2=4
:,éu"}uwé di,g)ﬂ
{a) Spelling and Grammar checker.
st M

{b) Decleting text and Replacing text.

t;‘_ﬂ.*djf)’/c)}ﬂl L/Q%,j/f

6  Answer the following questions : 2x5=10
LI J O 179 § PIVE
{(a) Write the importance of Mouse pointer.
- ukea§ Py Uit
{(b) Writc the steps to copy a file using My Documents.
_éauﬁrz:i_/qﬁﬂ Snl S gamd sl
{¢) Tlow can you create a data source using Excel worksheet 7 Explain.
& el S r L L LA U b1 LS g N
{(d) What arc the various clements of any formula ?
I o

{e) Briefly explain about various slide layouts.

LS ol N AT e il
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2 Write in vour answer book, True/False for the following %X6=3
statements
:cﬁ%géqu@;j_iwngp
{a) A standard kcyboard has 104 keys.
~Jf U (Keys) $ 104 U 59— Golar L
{b) Restore command helps 1o delete the slored [iles.
e bnd Ll S F UG S U1
{¢c) CTRL key helps lo select non-conseculive [iles.
USSR e 3o S UK Ul (Key) § cIrL
(d) Replace fonts feature does not help to change fonts in a slide.
s b e L b e 2l
{¢) Track change option lics under Tnsert tab.
& tmm*uﬁfr.:,/ppﬂ&gb{}
([} SHIFT + F3 is the shorl cut key used lor changing the case ol text.
e bbfd LI AP UK (Key) f S 2 SHIFT+F3
3 Define the following : 1x4=4

F ANy I

(a) Utility software
Py

{b) Formula

U
{(c) Control Panel

Fod

(d) Printer
74
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DATA ENTRY OPERATIONS
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Time : 2 llours]

&2,

[Maximum Marks : 40

[40:J':LJ/

Note : (1)  Answer all the queslions.

(2) Marks allotted for cach question arc indicatcd against it.

EZSNDT S CH P VA G  IHO¥)

el AL s (@)

1 Maich the [ollowing and wrile your answer in the answer book :

Column A
{a) Mnemonics (1)
{b) SUMIF (ii)
{¢) Closc button (ii1)
(d) Slide show (iv)
(¢) TORTRAN (v)
(f) Memory unit {(vi)

b | =

X6=3

Column B

Quit Programme
High Level Language
Symbolic codes

Data storage

View typc

Function type

G I S e 3T

B-A¥
el ()
EFAS, i

Wk (i)
a1t (iv)
Ay
B u—*:’ (vi)
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(SUMIF) == (b)
G (©
SE ()
(FORTRAN) I3 (e)
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This question paper consists of 8 questions and 8 printed pages.
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General Instructions :

1
2

N

n
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Candidate must write his/her Roll Number on the [irst page ol the question paper.

Please check the question paper lo verily that the totlal pages and tolal number ol questions
contlained in the question paper are the same as those printed on the top ol the [irst page.
Also check 1o see that the questions are in sequential order.

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

Making any identification mark in the answer-book or writing roll number anywhere other
than the specified places will lead to disqualification of the candidate.

Wrile your question paper code No. 60/S/A/U-A on the answer-book.

The question paper is bilingual. In case of doubt, the English version should be considered
as authentic.
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