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.

Write your question paper code No. 60/S/A/MM-A on the answer-hook.

The question paper 1s bilingual. In case ol doubt, the English version should be considered

as authentic.
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DATA ENTRY OPERATIONS
o a3l 6309_4@009403@'

(229-MM)

Time : 2 Hours] [Maximum Marks : 40

mawe : 2 2emlesad ] [wooociu) oodses @ 40

Note : (1) Attempt all questions.

(2) Marks are given against each question.

@)ola] : (1) eI ¢210Bi@BUWGR) DOMCe MO3dkhemo.

(2) @060 Galdl\owlmlo MBBHealFlgI8s 00888 Galoajomln) oymilad
vy adlaflafloleayom,.

1  Match the following and write vour answer in the answer book : %X 6=3
Column A Column B
(a) Mnemonics (i) Quit Programme
{b) SUMIF {ii) High Level Language
{¢) Closc button (iii)) Symbolic codes
(d) Slide show (iv) Data storage
{¢) FORTRAN {v) View lype
(f} Moemory unit {vi) Tunction typc
G2l0)}oalS] GolBO) QOMOC o))
e®ho80 A exo80 B
(a) oeoosmlams (1)  ®ilg clalowoo
{(b) VoMb (1) ®on0 erIUGE BID0GUIES
(¢) cegoad enigad (iii) avleeenogly: Gamoasay
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() @ano(s0Mm (V) ay 9esq]
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2 Write in vour answer book, True/kFalse for the following %X6=3
statements :
{a) A standard keyboard has 104 keys.
{b) Reslore command helps 1o delete the slored [iles.
{c) CTRL key helps lo select non-conseculive [iles.
{d) Replace fonts fcature does not help to change fonts in a slide.
{¢) Track change option lics under Insert tab.
(f) SHIFT + F3 is the short cut key used for changing the case of text.
MDY OIS TDVIBIHOIM U2 IGHEBBUE  HMEQO  WOGIED  af)HIMP)EN ),
(a) &0y quomdeawdal @lempdalad 104 &lexd paeowidlen)o.
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HFl0.
(C) @PS)TMS)TEOD 2NVENGW aauels:s ealgom Ctrl - &1 (g
§210®  aflslajond ool
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(I} SHIFT +F3 apan ¢a085 &1 Ganosnd o:oas  @aogomosm
DaleauTlenmma).
3  Define the following : 1x4=4
{a) Ulility sollware
{b) Formula
{¢) Control Pancl
(d) Printer
MDY HBIS)OWIBONIMAUDIHS  WIBQ 2 IMEBBUE  af)®) ).
(a) ogleildl cavoatgeaiod
(b) canodm)e
{¢) oemdesoB alomad
(d)  (afBd
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4  Write short notes on the following : 2x4=8
(a) Font Face
{b) Rulers
{¢) Inpul Devices
{d) Crealing Smarl Art in worksheel.
@09®  HIS)OWBIEMNINAUNW  *)Gla] ©210) QNUGENEEBUT )P},
(a) Gano6NE ooy
{(b) ojea$ad
(¢) @mBang wleeirums

(d) ades oflgled mimodg a@rdg midedlesym aflwe

5 Differentiate between the following : 2x2=4
(a) Spelling and Grammar checker.
{b) Deleting text and Replacing text.
@OOY® al0W)IMA OIENBE QAULDLOTV  af)9)D)b:.
(a) miealellodd & (1N0DB 6219

(b) avlenglodd esHqy & olealavlod] &S

6  Answer the [ollowing questions : 2x5=10

{a) Write the importance ol Mouse poinler.

{(b) Writc the steps to copy a file using My Documents.

{¢) Tlow can you create a data source using Exccl worksheet 7 Explain.

(d) What are the various elements of any formula ?

{e) Briefly explain about various slide layouts.

MDY  OBIS)TWIBILNM  GaloBlEBUlHs DOMRO  af)P}D)dh.

(a) 220 GalWMOING (aldWIMio AfFID)H.

(b) oon cWImLENG Dnlcwrrla] &0) VG EHIa]l SalgMPGIMBS
AULlDHUB  af)Py® ).

(¢) 0] opomuod aBesadly aleowla] ®0) W0QO cmOSaT mIdazlenym
ailwoe  ailoiGlen)dh.

(d) ogo®o0] Ganodmyeivielo H:OEMIAN  CLISHEERUS a@eo®meoo ?
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7  Answer the [ollowing : 2x2=4
{a) In a Word document, which short cut keys arc pressed to do the
following actions ?
(i) To copy a paragraph ol lext
(ii)) Go to the beginning of the document
(iii) To Replace a text
(iv) To activate Spclling and Grammar checker
{(b) Write the steps to do the following actions on the given sentence :

Till now our instituta has
imperted skill based training to over

50,000 young boys and girls and created

empleyment opportonities for them.

(i) Correct the spelling mistakes in the above paragraph.
(i1)) Above text is Aricl and size 10. change it to Aricl black.
size 14.
(iii) Make the above lext Bold and Underline
(iv) Left align the text.
DOV nf)FIO)d.
(a) ©@oeY AWM [ANOBSWE  ©a1gMTIMBE  GaHIAS &F  H1Hud
aBO@EI00  afOANS)M) .
(1) &0y essqyleel alemule (paragraph) esoafl easigamalas
(i) &0) &WIBHLEaWFOT @SSHTDIGT  Ealdd) M)
(i) &) esaqlom oleglad ealgoad
(iv) aenigiledd amamdal (moad al@lewowm quslalRoenomd
{(b) o©mMGlesM™ AWILHODIGE @Y AlOW)AN  (IAUYEDIHUB  Salgomas

USlud  (StEps) ag)@I®)ds.

Till now our instituta has
imperted skill based training to over
50,000 young boys and girls and created

empleyment opportonities for them.

(i) oeglod  e@osyomlolesam  elmwlealeal  mioalgflod, (Wond
a1BlGUIWMBUE  MSOMIMDIM)e  @loyomaN@Im)o

(i) oaglenss esaqy «poloct eaqumi 10 ey, erolom agolood
miosd eeauas 14 agenyimolad

(ill) @mIdlenm asHY  @sNIoUBaL)e @RSIAIBWIZMe  @YHPMIIA

(Iv) esaqylom @som) @00 (Halealeeyamalal.
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8 Answer the [ollowing : Ix2=4

{a) The following table shows data, as observed by an audit agency about
the revenue spent by the govt. on various arcas of development.

Write the sleps 1o plot a pie chart on the basis of this dala.

A B C
1 | S.No. | Areas of Development | Revenue spent (in %)
2 1 Education 22
3 2 Health 27
41 3 Rural development 11
5 4 Farming 25
6 5 Sanitation 13

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

the following :

A B C D H F G
1 [ S.No. | Name of Student | English | Maths | Science | Computer | Total Marks
2 1 Sudhir 68 80 72 84
3 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
5 4 Pratham 91 92 93 90
6 5 Neena 45 56 59 44
7 6 Ravish 78 88 91 89

{a) Wrile the formula in cell G2 lo show lolal marks of Sudhir.

{(b) Write the steps to copy the formula in G2 to the rest of the cells
(from G3 to G7)

{c) Write the formula to calculate the average marks of all students.

{d) Wrile the [ormula using [unction 1o [ind the maximuim ol tolal marks.
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A B C
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20 1 aflayoryoave 22
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A B C D E F G
1| ®»a mo. Gnld @oguﬂoséi EhENEAE) TOMBTY | dhoall)gd [BoeH 20800
2 1 W@ 68 80 72 84
3 2 aomluin 85 72 79 81
4 3 @omai 69 68 71 74
5 4 (0o 91 92 93 90
6 5 mlm 45 56 59 44
7 0 (Yol G 78 88 91 89
(a) auwlolad eidla] modeey@maes e oauod (52 alled amoemileaymoilad
(b) smvad G2 alld 88 canodmer af ervensgleardess (G3 to G7)
Coafl QaIMDINBs UL  ag)PIMib:.
(€) opepadenie @S] eidla woowadl (Average) @886 @oamyan@im.

(d)

@B 6
SHOBOM)MHOIMBS TV @S 0 (Formula Function) gaiewouilal.
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