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 verily that the total pages and total number ol questions
contained in the Question Paper are the same as those printed on the top of the first page.
Also check to sce that the questions arc 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. 60/S/A/OR-A on the Answer-Book,

6 ‘The Question Paper is bilingual. In casc of doubt, the English version should be considered
as authentic.
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DATA ENTRY OPERATIONS
(G @6Q6 QRN

(229-OR)
Time : 2 Hours] [Maximum Marks : 40
ang, 2 Qe [EQ1R)e ARl : 40
Note : (1) Attempt all questions.
(2) Marks are given against each question.
doal @ (1) d9d dd QHIIYmE et |
2) dEe gge QIgd diden ¢dd d9e dRdlis SuIKIeg |
1 Match the following and write your answer in the answer book : Lx6=3
Column A Column B
(a) Mnemonics (i)  Quit Programme
(b SUMIT (i1) TIligh Level Language
{¢) Closc button (iii)) Symbolic codes
(d) Slide show {iv) Dala slorage
(¢) FORITRAN (v) View type
(f) Memory unit (vi) Function type
Ganee doa 60ne 98 eae 989 @ae gdalsn eas
3 A 3¢ B
{a) Mnemonics (i) &g @0 K08l
(b)y SUMIF (i) @ 4o @l
{c) Q@@ &QIQI (iii) 991R19a ¢
(d) gao goda (iv) 9eH aasd
{e) FORTRAN v) &/ Qe Rl
() goaQe a9 (vi) QI IR
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2 Write in vour answer book, True/kFalse for the following
statements :
{(a) A standard keyboard has 104 keys.
(b) Restore command helps to delete the stored files.
{¢) CTRL key helps to sclect non-consceutive files.
{d) Replace lonts [eature does nol help to change [(onts in a slide.
{e) Track change option lies under Inserl tab.
{(f) SHIFIT + F3 is the short cut keyv used for changing the case of text.

GaRee 9g9ee 0a Ql an e aae JdeIse R

(a) 9 dRIQE 6QI9lf OFce 104 & €lIeIa &Iy |

(b) 9as POSG @I6qé (Restore command) SIQIENEE SPaSQ g U
Q6629 |

(c) QG008 @8 €09 CTRL €F (key) QIQEHER FEQINS Q0€QD |

(d) Font @ grsdide JdeH, QIRER &al Fontq L08R @QQlea QI
e Q1Q |

(e) Q16 00QARQ 9dQ (option) ARES ©1960 QLR |

() Text § JEQER 86l dIQ 46ae & - SHIFT + F3 @ 949210 @4l |

3 Define the following : 1x4=4
(a) Utility softwarc
{b) Formula
{¢c) Conirol Panel
(d) Printer

GOReo dlagee el 9a !
(@) QORT acgseaia
) ¢
() Q8 MEPR
(d) dasl da
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4 Write short notes on the following : 2%x4=8
{a) Fonl Face
{b) Rulers
{¢) Input Devices
(d) Creating Smart Art in worksheet.

QgG Fagen ensl

(a) REQ e

(b) &

(¢) Uedl gals

(d) GI9Ee6Q ¥R Smart Art 98 @@ |

5  Differentiate between the following - 2x2=4
(a) Spelling and Grammar checker.
{b) Deleting text and Replacing text.
FORYe e aldet o4z
{a) QRIe Y° MAQE QlERle |

(b) &@Ell 2ATAQE ¥Q° Gl Jetdlde |

6  Answer the [ollowing questions : 2x5=10
{a) Writc the importance of Mousc pointer.
{(b) Write the steps to copy a file using My Documents.
{c) How can you create a data source using Excel worksheet ? Explain.
(d) What are the various elements of any formula 7
{e) Brielly explain aboul various slide layouls.

{9 gea gaa eaa @4

(a) Y& fed d9408 99 28 MY 7

(b) 99 9¢9 UORA (copy) @0&l Q] My Documents &0 @499IQ
60Q8al AR GRS |

(c) Tixcel GIAAGQ QIQQUQ @8 FOQ 967 @84 @ (data source) 98 @GQ |

(d) € Rl Qoa G 2 @8 eadl ?

(e) 945 999 ¢R9 RURS ¢99q deSda nE |
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7  Answer the [ollowing : 2x2=4
{a) In a Word document, which short cut keys are pressed to do the
tollowing actions ?
(i) To copy a paragraph of text
(ii)) Go to the beginning of the document
(i11) To Replace a text
(iv) To activate Spelling 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 youngboys and girls and created
empleyment opportonities for them.

(i) Correct the spelling mistakes in the above paragraph.
(i) Above text is Ariel and size 10, change it to Ariel black,
size 14.
(iii) Make the above lext Bold and Underline
(iv) Left align the text.
ARGe 690a Qa9 6
a) Y9 60 0QUerecn FRRKe AIdIdIR Q190 69l ddae & emd |
(i) Ve Qeee 6AIQ doRd (copy)
(i) ¥8 oqieraq daq del
(i) 9% RSO ¢atalas adel
(iv) Qele Ye° Maqdy ¥ I8t

(b) IR QMG goa Fead QALY R

s

o

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

() QRS 2ReResR. gol 9Rlede 9dq ade @q |

(i1) Qo @%1@ cmElle Aricl ¥&° 21916 - 10 269 Y9! Aricl black 0&°
2RI - 14 €0 9R9aH 9 |

(1i1) @QQ@Q@ Gﬁlﬁl@@ Bold ¥@° Underline €5 d@lé @@ |

(iv) QIFCEEN sadll Q9R08 |
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8  Answer the following :

2x2=4

{a) The following lable shows dala, as observed by an audil agency about

the revenue spent by the govt. on various areas of development.

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

A B C
1 [ S.No. | Arcas of Devclopment | Revenue spent (in %)
2 1 Education 22
3 2 Icalth 27
4 3 Rural development 11
5 4 [Farming 25
6 3 Sanitation 15

(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 ol 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 01 92 03 90
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 sieps lo copy the [ormula in G2 (o the rest ol the cells

(from G3 to G7)

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

(d) Write the formula using function to find the maximum of total marks.
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Qidica oF FITIRE | @8 AREIQ eQIa @6 Y@ 991909 (pie chart)

gEe 0 |
A B C
1| s\ Aln{aISSRAIATLY e e
2 1 &gl 22
3 2 cllg 27
4 3 GIEe A0R 11
5 4 Q8 25
6 5 aalela (5

(b) Q¢ 6&N6Q UQYSI 6 @8 RYFQ 4 & JEAEQ - (pre board exams) @
QRS ARG Al dal JIeR | a8 Q] dInal di 49 RINeRE |

A B C D E 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
50 4 Pratham 01 R 03 90
6 5 Ncena 45 56 59 44
71 6 Ravish 78 38 91 89

(a) RIORN G2 6 €49 eRd Gl dan 6718 Fleg odlas |

(b) G2 6o gal 499 9ORd (copy) 4a1 6RI0MER @R AR AR
0@e el | (G3 01 G7 adie)

(©) 499 216700 AUYE A8 Fda Rel AR 99 el |

(d) &lg a6a adlye A6 REel AR gedY GRS |
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