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General Instructions :
1 Candidate must write his/her Roll Number on the first page ot the Question Paper.

2 Please check the Question Paper o verily that the total pages and total number ol questions
conlained in the Question Paper are the same as those printed on the top ol the [irst page.
Also check to see thal the questions are in sequential order.

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

4 Making any idcntification mark in the Answer-Book or writing Roll Number anywherc
other than the specificd places will lead to disqualification of the candidate.

5  Write your Question Paper code No. 60/S/A/TM-A on the Answer-Book.

6 The Question Paper is bilingual. In case ol doubl. the English version should be considered
as authentic.
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DATA ENTRY OPERATIONS

(&J6) 26T ELONGEMEEGN)

Time @ 2 [lours]

CEOW : 2 wsooll]

(229-TM)

[Maximum Marks : 40
[Qwreg wHiCuangeT : 40

Note : (1) Attempt all questions.
(2) Marks are given against each question.
@y : (1) semsnsg CllsEHHEhEED cllsnLallss.
(2) cleomnageflen adiey aghaEnen wHIGUGETEET AENHESEIUL GETenE).
1  Match the following and write your answer in the answer book : %X6=3
Column A Column B
{a) Mnemonics (1) Quil Programme
(b SUMIT (i1) TIligh Level Language
{(c) Close button (ii1) Symbolic codes
(d) Slide show {iv) Dala slorage
{¢) TORTRAN {(v) View typc
(f) Memory unit {vi) Function type
AUT(ESEHIS.
u@GH A vgd B
(a) Mncmonics (i) hgellcn BEha Seueficumsen
(b) SUMIF (i) ewt Hlemen Guwmo
() ep® GuTgFEnss (iii) Svmbolic codes
(d) Heugy uricmel (iv) a6 esbliy
(¢) TORTRAN (v) unficmal cIsms
() Thlemeas s (vi) &my cems
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2 Write in your answer book, True/False [or the [ollowing %X6=3

statements :

{(a) A standard keyboard has 104 keys.

{b) Restore command helps to delete the stored files.

{c) CTRL key helps lo select non-conseculive [iles.

{(d) Replace fonts feature does not help to change fonts in a slide.

{e) Track change option lies under Insert tab.

(fy SIITFT + T3 is the short cut key used for changing the case of text.

&ap OmmEssiul eteremal gflum Soupt acot GOUNES.

(a) @ snanyen el ussnalic) 104 cllsmesen weneneo.

(b) Restore @lLematunengl GHSH cmoudsiulBerer CEMIEnET HEs
uwsIuE .

(€) QFMLIFFWNS BEVEUTSH CHTISENET CEMHOGEHES CTRL cllensg uwsmuBEng).

(d) Replace font - @ wusuBEE) Sleugyeiicu edrer font HEHET DTHH WloUD.

() ‘Irack change asam GURILD Insert tab SHEeN 2606MH.

(f) ap&sH cugsustolioud:snen (change case) LNHMIWEDHE SHIFT + F3 gnells

@gmomeond uWGaTuE SN,

3 Define the following : 1x4=4

(a)
(b)
(c)
(d)

Utility softwarce
Formula
Control Panel

Printer

OlEaEuBEIEIGINENN  CUSHIWDI.

(a)
(b)
(c)
(d)
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LWGETUML( QDT GUMT(EET
GUTLINUT ()
SLEUUMLE ue&d (Control Pancl)
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Write short notes on the following : 2x4=8

(d)

Font Face

Rulers

Input Devices

Creating Smart Art in worksheet.

GOy cuemTE.

A& e (Font Face)

a;6ngy) G&HMEN (Rulers)

a6l SmeilEen

slLeusmeon cllflgneflsy (Smart Art) 2(HEINHEHN.

Dillerentiale between the [(ollowing : 2x2=4

(a)
(b)

Spelling and Grammar checker.

Deleting text and Replacing text.

FQp OENESEEINLHISHET CoupUEHSS.

(a)
(b)

@ougsmcon Glemip wHDID apSEHN Gleonp sHAFLIGH6
ecmyemll HHSEHE WHHD SEnIEHW BIHHHE

Answer the following questions : 2x5=10

(a)
(b)
(c)
(d)
(e)

Write the importance of Mouse pointer.

Write the steps lo copy a [ile using My Documents.

How can you create a data source using Iixcel worksheet ? Tixplain.
What arc the various clements of any formula ?

Briefly explain about various slide layouts.

Fpangoid eleomdgeheag cilsmlwerl.

(a)
(b)
(c)

(d)
(e)
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glise@GOWen (Mouse pointer) P&EEWSEGISUD UHH G(DGIS.

My Document - 60 26ial GEIUNENSO £HE AEULEDHETC U SHGHeT G5
s Lcuemero cliflETen QRN SHI6 CPEENG IGITH L[EENSEGEUT 7
GGT & & E.

GUTIWUUMLIg 60 &NGOUUEID UG GUSH&: S6LMIKGT WNGHEeN 7

gleugy umienaililellear cuemEEemar  ciiaurl.
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7 Answer the following : 2x2=4
(a) In a Word document, which short cut kevs are pressed to do the
following actions ?
(i) To copy a paragraph ol lext
(i1) Go to the beginning of the document
(i11) To Replace a text
(iv) To activate Spelling and Grammar checker
{b) Write the sleps to do the [ollowing 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.
(ii) Above text is Ariel and size 10, change it to Ariel black,
size 14.
(iii)) Makc the above text Bold and Underline
(iv) Left align the text.
Fpangoid eleomdgeheag cilsmlwerl.
(a) em] aesSHEHen SRETEHD OFWETEECLEST FT6F
CHMDTGORISEENET (PG
iy usdemu FEG aEHHe.
(i) soucEsHdHlcn OFN ESEIHEG OF66.
(iil) =.6mUeow  DIHHICISHE.
(iv) Beugaeoo Oleonp wOHD @SS Semp FGsUW.
(b) FWGuED uSHlsmw uwsouESS Qsmeutn QFWEINTHSHENEN CHASTETEHD
e S60aEN  CI(05).

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

(i) GoCeu eder usSc DeugEcmd WHOWD RSN Slempeoi
gHagFuD g Seoer apgl.

(ii) GoCe werer wenyUNcg Arial, aete) 10 yatafluLcs weterg,
sigemsn Arial Black, steney 14 yerall G&naoL eemjung OGO,

(iii) Cuwee estean uSSHeow HowoTHGD (Bold) SgsHCHmal(
(Underline) SMLLGYG.

(iv) @8] 158 Demage| AFlwGND.
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8  Answer the following :

2x2=4

{a) The following table shows data, as observed by an audit agency about

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

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

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 10t class in 4 subjects

in the pre board exams. Based on this data, wrile the [ormula to calculate

the following :

A B C D L 0 G
1 | S.No. | Name of Student | English | Maths | Scicnce | Computer | Total Marks
21 1 Sudhir 68 80 72 84
31 2 Snigdha 85 72 79 81
41 3 Manav 69 68 71 74
51 4 Pratham 91 92 93 50
61 5 Neena 45 56 59 44
71 6 Ravish 78 88 91 89

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

{b) Wrile the sieps lo copy the [ormula in G2 (o the rest ol the cells

(from G3 to G7)

{¢) Write the formula to calculate the average marks ot all students.

{d) Wrile the [ormula using [unction 1o [ind the maximuim ol tolal marks.
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I GummD GleeEsEreEE eileowetl.
(a) Hpangob slcememilc) ag&k Ffen vadleaiicn  CODUM o HETE
OFUIW eUEEINL AFGITENS @ SHeollEcns Blmcucend & GEng.
QG FUoEsnasd: AEnciE sl clergsiuld (pie chart) cuemys.

A B C
1 S.No. | Areas ol Development | Revenue spent (in %)
2 1 FG06H 22
3 2 GHNEMID 27
4 3 DOUTE  GUETT S 11
5 4 aileugmub 25
6 5 SILney 15

(b)

10 spb auly 6 wiesoicugellsor 4 (psoonHifE CETey LHIOUCTFET
s Leusmeoniled &MCLII Genenl. B8 FUoSHmend N, SPaIED
GIEOTN S H@HERSBNGO GUTIIUTLGEIL  GI(D&I5.

A B C D E F G
1|S.No. | bnegoeui Quuim | symgleon | semiigb | aishiuc) | #eilemll | aunss walausnser
2| 1 i 68 80 72 84
3| 2 Senllban 85 72 79 81
41 3 \DSBTGY 69 68 71 74
51 4 T 91 92 93 90
6| 5 Eeam 45 56 59 44
71 6 nellaw 78 38 91 89

(a) &&T Qs wissnesHlsa GNEHE EHUOUEBISHEN &6
G2 Snmeopliien UMIUTIGL QDS
(b) G2 cu e eumiuniemL G3 apgcn G7 cueml BHEN GHILSDHSNCH
Ulg FHEMET  G(DGI.
(¢) simenggl wismcigeflen sngflenw snemib cumbiunlso. a(pss.
(d) &ninlismen (Function) uwssiubSS ©cuGGUNTE WDN5sosusHsor QDN&S

wENucInsnlicy s1lE wENNEIEnGo (161 DG STEEID
GUMILUUMLGEIL - SRS
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