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Note : (i) This question paper consists of 24 questions in all.
(i) Al questions are compulsory.
(iij) Marks are given against each question.
(iv) Section—A consists of

(a) Question Nos. 1 to 8—Multiple-choice type questions (MCQs).
Question Nos. 1 to 7 carrying I mark each and Question No. 8
carrying 2 marks. Select and write the most appropriate option out
of the options given in each of these questions.

(b) Question Nos. 9 to 17—Objective-type questions. Question Nos. 9
and 10 carry 2 marks each (with 2 sub-parts of I mark each) and
Question Nos. 11 to 17 carrying 1 mark each. Attempt these
questions as per the instructions given for each of the questions
11 to 17. (Few questions are ‘Fill in the blanks’ type.)

(v) Section—B consists of

(a) Question Nos. 18 and 19—Very short answer-type questions
carrying 2 marks each to be answered in the range of 30 to 50
words.

(b) Question Nos. 20 to 23—Short answer-type questions carrying
3 marks each to be answered in the range of 50 to 80 words.

(c) Question No. 24—Long answer-type question carrying 4 marks to be
answered in the range of 80 to 120 words.

An internal choice has been provided in some of these questions. You
have to attempt only one of the given choices in such questions.

o : (i) 3@ 9-u ° $A 24 TH B
(i) @l v fEmt F
(i) TI% T % b IFeh wHA few Ty 2|
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(iv) WUE—h
(a) T T@M 1 ¥ 8 T Sg-foshedd oA &l YW @ 1 § 7 9% § YIS TH
HT 1 Fh 2| IH T 8 & oW 2 3k B TS T U feu MU fowmedi § @
ey wdl fashed @ AR ford |
(b) % T 9 W 17 G IEIME Y &1 Y T 9 T 10 H ¥ TS b 2 IFh
g (1 31 9 2 IY-9TN Afgd)| I HE&A 11 | 17 9% § YIh & ] 3Ih
Bl T ER gl &% IW E) (P9 yH Tk wEl Wl wRe gHR % 1)
(v) @Wis—d
() 9 HE@I 18 Td 19 i Y30 TSN & I 8| IS I & 2 b B
T YT 1 IW 30 ¥ 50 v A <)
(b) I TEAT 20 ¥ 23 TH-ITT THR & Y &l TIH TH & 3 3h 8l TS
Y T I 50 ¥ 80 Wdl H <
(c) ¥ T& 24 <rH-ITT ThR B Y 7, THh 4 37 ©| THHI W 80 ¥ 120
el H 3|
Fo T i rate freed e w21 R st R § @ B o @
A B

( . . . . )
(1) Answers of all questions are to be given in the Answer-Book given to you.

oft el % I MR & g IR-Yfegen H & ford|
(2) 15 minutes time has been allotted to read this question paper. The question
paper will be distributed at 2:15 p.m. From 2:15 p.m. to 2:30 p.m., the

students will read the question paper only and will not write any answer on
the Answer-Book during this period.

39 YH-TF hl Ugd & fau 15 fime &1 aag fear wn R weA-u @ faar Que o
2:15 &9 fhaT @M QUel 2:15 &9 & 2:30 &9 deh B had Y-UF i TG 3R
39 37Ef % NH 9 IW-YREHl | i W 6l forat |

SECTION—A
Eus—<h
1. Which of the following components of a chart specifies the values of the
data series plotted? 1
(A) Data labels (B) Tick mark
(C) Legends (D) Chart title
I BT TH T BH-HT FEHE T H TS s GRS H I gmiar 27
(A) ST e (B) fe wmeh
(C) wigd (D) =T 23eaA

2
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2. Which of the following functions helps to calculate sum of values in a

range based on certain given criteria? 1
(A) COUNTIF (B) SUMIF
(C) MAX (D) AVERAGE
T ¥ BHH-T1 BRE § T3 HEWH & AR Th & hl Jogd H1 A0 feprerar 77
(A) COUNTIF (B) SUMIF
(C) MAX (D) AVERAGE
3. Which of the following is a valid mathematical operator? 1
(A) ++=4 B) /@b
(C) -=5 (D) /
T ¥ HE-T TH AY O AR 27
(A) ++%4 B) /@b
(© -x5 D) /

4. Which of the following shortcut keys is used to select all the texts in a

document? 1
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
T ¥ g widehe I gR cEe # G RS THATY fooide fohar Sar 27
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
5. Which of the following tabs helps to change font type? 1
(A) Insert (B) Layout
(C) Design (D) Home
Hi< 2EY Seo o fow 310 @ fopm o9 i meg oft STt 27
(a) = (B) wame
(C) fesmea (D) @™
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6. What is the value of the formula =(A1/B1)+ (C1/D1), if the values of

Al1=15, Bl1=5, C1=10 and D1 =2? 1
(A) 7 (B) 8
€ 9 (D) 6
®HAT = (A1/B1)+ (C1/D1) &t de +& &ft afe A1=15, B1=5, C1=10 3R
D1=2 27
A 7 (B) 8
(€ 9 (D) 6
7. Which of the following is not a valid page size in Word? 1
(A) Letter (B) Legal
(C) A4 (D) Postcard
IS T 3T § HH-TT T IY U TS gl 87
(A) WX (B) <fhTer
(C) A4 (D) YRS

8. In the questions given below, there are two statements marked as
Assertion (A) and Reason (R). Choose the correct answer for these
questions out of the choices given below in each question : 1x2=2

(i) Assertion (A) :
Using Bullet points for lists are preferred over long sentences.
Reason (R) :

Bullet points bring the information directly to the reader’s
attention and separate the lists in the usual length of text.

(A) Both (A) and (R) are true and (R) is the correct explanation of (A)

(B) Both (A) and (R) are true but (R) is not the correct explanation
of (A)

(C) (A) is true but (R) is false
(D) (A) is false but (R) is true
(E) Both (A) and (R) are false

336/MAY/217A 6 (IO



(i) Assertion (A) :
Inserting page numbers is essential for lengthy documents.
Reason (R) :

Page numbers allow easy and effective navigation and referencing
within a document.

(A) Both (A) and (R) are true and (R) is the correct explanation of (A)

(B) Both (A) and (R) are true but (R) is not the correct explanation
of (A)

(C) (A) is true but (R) is false
(D) (A) is false but (R) is true
(E) Both (A) and (R) are false

H= fou MU yei § g e Y (A) 3R HRU (R) % &9 H Afkd fehw mu | 3
= % forw F= fow MU faeedt § @ @ fawew 4

(i) HATHAT (A) :
fore & fotu &9 el & 9ol §oie uised M 31fe uEe T Sram 2|
RO (R) :

Foic Uised | 39 FIAI W UISH 1 HH Wa: IEhNA & Il & 3R gole
Ui W 3aT JRL e dRe | Ire off g S R

(A) (A) 3 (R) SFf & € 3 (R), (A) %1 @& oo @

(B) (A) 3 (R) SFi wél & wifh (R), (A) 1 @l v =& 2
(C) (A) ¥& § Afth (R) e 2

(D) (A) T & oife6d (R) @t &

(E) (A) 3R (R) QM Tefd &

336/MAY/217A 7 [ FHERNCAEM A ¢ 2-7-0.



(i) ATH (A) :
oS TEeS % foU U9 9 36 e e BT 2l
%R (R) :

U9 T ¥ qEES % Hid AEET IR WWET @ " gE a% ugdl S
eI

(A) (A) 3 (R) GFf && & 3t (R), (A) 1 G a0 B

(B) (A) 3 (R) <Fi @&t & Afhd (R), (A) &1 & avid 7 2
(C) (A) & & & (R) 7ol B

(D) (A) Te@  AfRT (R) &1 2

(E) (A) 3R (R) T Tord &

9. State True or False : 1x2=2
(a) Delete key erases the text to the right of the cursor position.
(b) Paper margins cannot be changed using ruler.
el AT eI SdTsy
(%) feefic i wE diSied & Tse AEe H AR He foefie w2
(@) TR I HEEA ¥ US IS bl T8l Seal ST Hehdl 2

10. Fill in the blanks : 1x2=2

(a) Font determines the emphasis or weight that the letters have
when they are displayed.

(b) determines the height of each line in the paragraph.

(%) Wi __ Yeifd 89 a1 31e/ & W&Y (emphasis AT weight) &I fgifa
H 2l

(@) T U hl ATsl <hl B3¢ 1 e il Bl
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11.

12.

13.

14.

15.

16.

17.

336/MAY/217A o [ FHERNCAEM A ¢ 2-7-0.

shortcut key is used in place of Paste Command.

T HHE & WH T ke <hl T TAMT BT B

tab helps to insert a picture in an Excel worksheet.

%4, UgHd gsiie H fueRR 39 i T Heg il 2|

In the Zoom dialog box, you can select option to display multiple
pages of your document on the screen.

SE SEAM died H 3T faehed =1 TR AT TEES o Hedldd Yo i BhIF

Which shortcut key is pressed to insert a page break?

U Sk 3 i o [0 ford widhe hl &l eam@n Sdm 37

Which function key is pressed if you want to check the spelling and
grammar of the text in a document?

cEeS B SR hl Wi 3 UM 96 & & i fohd %M sl 1 comn Sar 27

Which area of the memory is used to hold the cut or copied items of text?

TFLE & e TopU U 3 ) fopu U SEerE i WA % fow au & few W s T
BT 37

Basic shapes button is found on the toolbar.

_ TOOR R e W 1 §ed 9 Sl R



SECTION—B
T is—d

18. (@) What is a computer? Name two input devices. 2
Or

(b) Define operating system. Give two examples of operating system.

(%) P FT 27 @ Y fearsai & 9@ forfau)
e

(@) AR ey 1 gfenfya Hifw) sRfen fawem & @ 3w dfu)

19. Ravi prepared the topic ‘Output Devices’ for his class test. He got the
following 2 marks question in the test. Help him to answer this :

What is a plotter and how does it work? Name two types of plotter. 2

o 9 IRy feamas fowd W 3 Fo™ ¢ % fofu qurdt i 3@ o # Ty
e St 2 3Rl H AT W IW ¢ H Heg HINT

AT 1 BT 8 3N TR P B Hal 87 @ BN & Wil & AW fafgy)

20. Name the following : 3

(a) A software that reads high-level language program and translates it
into machine language program

(b) A low-level language which uses mnemonics

(c) A high-level language which is a popular object-oriented programming
language

Or
Name the following :
(a) Rules by which every computer language is bound
(b) Program generated by the compiler

(c) A language which is directly understood by the computer

336/MAY/217A 10 (IO



= % 9m faRae

(%) Th THIT ST BE-olaed sl TUH 1 TedT & 3 TR 38 a3fie ofew T |
FrgATied T 8

(@) T dAl-dad oas o1 e o1 T e @

(1) Th FE-adA oS S o Toh AR iedde—3ANuee T 9 8
Sreran

/= % 9m fafau .

(%) TS HAX oias oA Fmi g e gt '

(@) HTEeR  GRT SFRS feRam TR S

(T) U WTNT S PR gRI &Y Ousht S dehd! @

21. Write three advantages of Mail Merge feature in Word. 3
T2 U UA 7S BRR & AW o fafau)

22. What is Data Source? Write any two methods by which you can prepare
data source. 3

ST |IE 1 87 SR H¥ IR i o fohgl @t adehi & R § Ay

23. Answer/Name the following (any three) : 1x3=3

(a) Is this a valid e-mail ID?

workmail@gmail.com
(b) This protocol is used for sending Internet e-mail
(c) This is the address of a computer which is linked to the Internet
(d) 1t is an electronic document written in HTML computer language

(e) 1t is a protocol which is also known as the ‘glue’ of the Internet
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= % I ftey/am fafay (€ @)

() & Ig Teh 99 I-HA 380 Slo 87

workmail@gmail.com

(@) 38 WiElehle 1 M e 3-He ds o fou grar @

(T) IE TH HI H1 Vg B A e ¥ forare gran @

(9) 98 Th Folagieh c&aes g Wi HTML Wt # fo@n mn giar 2

() I8 TH Werhial & 8 $eie &1 ‘o oft w1 2

24. (a) What is a web server? What it is responsible for? Name any two web

server programs. 2
(b) Define web page. What can a web page contain? 2
(%) I TR 1 B 27 A5 fopwen foru feiqr i 27 foredl @t 9@ meR s % AW
faRau|

(@) 99 U1 1 gy hifse) 99 O § s @ S dehar 27

* Kk ok
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This Question Paper consists of 24 questions and 12 printed pages.
™ YE-T H 24 WA q91 12 qigd 98 @l

Roll No. Code No. 69/ MAY/4
ST e Ho

Set /¥ B

DATA ENTRY OPERATIONS
BIeT Ut ST
( Theory )
(g )

(336)

Day and Date of EXxamination ..o
(v <1 e @ feen)

Signature of Invigilators L e

(fFrietept = BEATEN)

General Instructions:

1.

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

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.

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.

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

Write your Question Paper Code No. 69/MAY/4, Set on the Answer-Book.

In case of any doubt or confusion in the Question Paper, the English version
will prevail.
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DATA ENTRY OPERATIONS
BTeT Ut JATORYH

( Theory )
(g )
(336)
Time : 2 Hours | [ Maximum Marks : 40
g ;2 gue | [tLUTi_OB : 40

Note : (i) This question paper consists of 24 questions in all.
(i) Al questions are compulsory.
(iij) Marks are given against each question.
(iv) Section—A consists of

(a) Question Nos. 1 to 8—Multiple-choice type questions (MCQs).
Question Nos. 1 to 7 carrying I mark each and Question No. 8
carrying 2 marks. Select and write the most appropriate option out
of the options given in each of these questions.

(b) Question Nos. 9 to 17—Objective-type questions. Question Nos. 9
and 10 carry 2 marks each (with 2 sub-parts of I mark each) and
Question Nos. 11 to 17 carrying 1 mark each. Attempt these
questions as per the instructions given for each of the questions
11 to 17. (Few questions are ‘Fill in the blanks’ type.)

(v) Section—B consists of

(a) Question Nos. 18 and 19—Very short answer-type questions
carrying 2 marks each to be answered in the range of 30 to 50
words.

(b) Question Nos. 20 to 23—Short answer-type questions carrying
3 marks each to be answered in the range of 50 to 80 words.

(c) Question No. 24—Long answer-type question carrying 4 marks to be
answered in the range of 80 to 120 words.

An internal choice has been provided in some of these questions. You
have to attempt only one of the given choices in such questions.

o : (i) 3@ 9-u ° $A 24 TH B
(i) @l v fEmt F
(i) TI% T % b IFeh wHA few Ty 2|
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(iv) WUE—h
(a) T T@M 1 ¥ 8 T Sg-foshedd oA &l YW @ 1 § 7 9% § YIS TH
HT 1 Fh 2| IH T 8 & oW 2 3k B TS T U feu MU fowmedi § @
ey wdl fashed @ AR ford |
(b) % T 9 W 17 G IEIME Y &1 Y T 9 T 10 H ¥ TS b 2 IFh
g (1 31 9 2 IY-9TN Afgd)| I HE&A 11 | 17 9% § YIh & ] 3Ih
Bl T ER gl &% IW E) (P9 yH Tk wEl Wl wRe gHR % 1)
(v) @Wis—d
() 9 HE@I 18 Td 19 i Y30 TSN & I 8| IS I & 2 b B
T YT 1 IW 30 ¥ 50 v A <)
(b) I TEAT 20 ¥ 23 TH-ITT THR & Y &l TIH TH & 3 3h 8l TS
Y T I 50 ¥ 80 Wdl H <
(c) ¥ T& 24 <rH-ITT ThR B Y 7, THh 4 37 ©| THHI W 80 ¥ 120
el H 3|
Fo T i rate freed e w21 R st R § @ B o @
A B

( . . . . )
(1) Answers of all questions are to be given in the Answer-Book given to you.

oft el % I MR & g IR-Yfegen H & ford|
(2) 15 minutes time has been allotted to read this question paper. The question
paper will be distributed at 2:15 p.m. From 2:15 p.m. to 2:30 p.m., the

students will read the question paper only and will not write any answer on
the Answer-Book during this period.

39 YH-TF hl Ugd & fau 15 fime &1 aag fear wn R weA-u @ faar Que o
2:15 &9 fhaT @M QUel 2:15 &9 & 2:30 &9 deh B had Y-UF i TG 3R
39 37Ef % NH 9 IW-YREHl | i W 6l forat |

SECTION—A
Eus—<h
1. Which of the following tabs helps to change font type? 1

(A) Insert (B) Layout

(C) Design (D) Home

B IRU dea o fole 398 & fpm 29 Y Heg oft St B7

(A) TE (B) w33

(©) fesea (D) &m
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2. What is the value of the formula =(A1/B1)+ (C1/D1), if the values of

Al=15,B1=5, C1=10 and D1=2? 1
(A) 7 (B) 8
€ 9 (D) 6
®iHAl = (A1/B1)+ (C1/D1) % 9oy F1 8fff afg A1=15, B1=5, C1=10 3R
D1=2 &7
(A 7 B) 8
€ 9 (D) 6
3. Which of the following is not a valid page size in Word? 1
(A) Letter (B) Legal
(C) A4 (D) Postcard
o2 § g ¥ HH-|1 Th U U WigS T 8 ?
(A) WX (B) <fvTe
(C) A4 (D) drEHE
4. Which of the following shortcut keys is used to select all the texts in a
document? 1
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
T ¥ fohg widhe 1 g A 1 QU CRT THay faoae foream Smar g7
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
5. Which of the following is a valid mathematical operator? 1
(A) ++=x4 B) /@b
(C) —=5 (D) /
T ¥ HA-T1 Th Iy TR AR 77
(A) ++=4 B) /@b
(€) -=x5 (D) /

336/MAY/217B 5 [ FHERNCAEM AR 270



6. Which of the following functions helps to calculate sum of values in a

range based on certain given criteria? 1
(A) COUNTIF (B) SUMIF

(C) MAX (D) AVERAGE

TH T HE-T BHRHE G T HIE AR Th & h dogst H A0 Febrerar 27

(A) COUNTIF (B) SUMIF

(C) MAX (D) AVERAGE

7. Which of the following components of a chart specifies the values of the

data series plotted? 1
(A) Data labels (B) Tick mark

(C) Legends (D) Chart title

TR B FH H BA-HT BN Wie h T el WIS B ey gutar 27

(A) ST Teaed (B) fesb @

(C) g (D) = e

8. In the questions given below, there are two statements marked as
Assertion (A) and Reason (R). Choose the correct answer for these
questions out of the choices given below in each question : 1x2=2

(i) Assertion (A) :
Using Bullet points for lists are preferred over long sentences.
Reason (R) :

Bullet points bring the information directly to the reader’s
attention and separate the lists in the usual length of text.

(A) Both (A) and (R) are true and (R) is the correct explanation of (A)

(B) Both (A) and (R) are true but (R) is not the correct explanation
of (A)

(C) (A) is true but (R) is false
(D) (A) is false but (R) is true

(E) Both (A) and (R) are false

336/MAY/217B 6 (RO R



(i) Assertion (A) :
Inserting page numbers is essential for lengthy documents.
Reason (R) :

Page numbers allow easy and effective navigation and referencing
within a document.

(A) Both (A) and (R) are true and (R) is the correct explanation of (A)

(B) Both (A) and (R) are true but (R) is not the correct explanation
of (A)

(C) (A) is true but (R) is false
(D) (A) is false but (R) is true
(E) Both (A) and (R) are false

H= fou MU yei § g e Y (A) 3R HRU (R) % &9 H Afkd fehw mu | 3
= % forw F= fow MU faeedt § @ @ fawew 4

(i) HATHAT (A) :
fore & fotu &9 el & 9ol §oie uised M 31fe uEe T Sram 2|
RO (R) :

Foic Uised | 39 FIAI W UISH 1 HH Wa: IEhNA & Il & 3R gole
Ui W 3aT JRL e dRe | Ire off g S R

(A) (A) 3 (R) SFf & € 3 (R), (A) %1 @& oo @

(B) (A) 3 (R) SFi wél & wifh (R), (A) 1 @l v =& 2
(C) (A) ¥& § Afth (R) e 2

(D) (A) T & oife6d (R) @t &

(E) (A) 3R (R) QM Tefd &

336/MAY/217B 7 [ FHERNCAEM AR 270



(i) ATH (A) :
oS TEeS % foU U9 9 36 e e BT 2l
%R (R) :

U9 T ¥ qEES % Hid AEET IR WWET @ " gE a% ugdl S
eI

() (A) 3 (R) gHT & & 3 (R), (A) 1 & av B

(B) (A) 3 (R) 2Ff wél & wfe (R), (A) 1 @l v & 2
(C) (A) @& ? wfeT (R) Ter 2

(D) (A) Tefd & W (R) & R

(E) (A) 3 (R) 1 T &

9. State True or False : 1x2=2
(@) Ctrl + X key combination is used for copying the text.
(b) For deleting selected text, Delete key is pressed.
el AT eI SdTsy
(%) Ctrl+X & TIISH 1 TN TR 1 il HH & fore gar 2|
(@) T MU e wl feelle & fou feele St @ qEmEn Sm 2l

10. Fill in the blanks : 1x2=2

(a) Position the insertion point at the line where the page should end and
press Ctrl + Enter keys to insert a

(b) |

button is used to create a list.

336/MAY/217B 8 (RO R



11.

12.

13.

14.

15.

16.

17.

336/MAY/217B o [ FHERNCAEM AR 270

ﬁ?ﬁ@'l’vﬁaﬁﬂﬁ'q

(%) TEIH Uige I 39 ABA W W & U ol e 81 I8¢ FR Ctrl + Enter
! eod difeh Teh 3o fopam S T

@) | o e F TN TH foe s & fog gmn R

shortcut key is used in place of Paste Command.

T HHE & WH T ke <h T TAMT BT &

If cell Bl contains an amount of ¥2,021:00 and cell B2 contains
¥3,051-50, then the value of the formula = B1 + B2 will be

Ife ¥ B1 ¥ T 3MRE 2,021-00 %o fol@ U & 3R I B2 # 3,051-50 %o for@
T E @ ®He =B1+B2 $ 9 gl

By default a line spacing is set at

Shiee gRI T e ST W ¥ foram e Fn R

Which key combination makes the text alignment as justified?

fore 1 SIS ¥ P I TEIHES dle § U fham Sdr 87

Name the orientation option which is same as printing the page vertically
from top to bottom.

39 NReE forhed &1 9w wdET fEd 09 ) W 8 AR H 3R e fw S R

Which function is used to find the arithmetic mean value of given 20 values?

& M 20 IS H Rdis WA Fepen % U fhE G w1 T gar 8

All arguments of a function are given within

G % ot I % % o fo@n s 21



SECTION—B
T is—d

18. Ravi prepared the topic ‘Output Devices’ for his class test. He got the
following 2 marks question in the test. Help him to answer this :

What is a plotter and how does it work? Name two types of plotter. 2

o 9 Ry feamas fowg W 3 Fo™ ¢ % fofu qurdt i 3| o # Ty
e St 2 3Rl H AT W IW ¢ H Heg HINT

AT 1 BT 8 3N T B B Hal 87 @ BN & Wil & AW fafgy)

19. (@) What is a computer? Name two input devices. 2
Or

(b) Define operating system. Give two examples of operating system.

(%) FFIYX F 27 & Y fearsdi & AW faRau)
ST
(@) AR ey 1 gfenfya Hifiw) sRfen fawem & @ 3erwn dfSu)

20. Write three advantages of Mail Merge feature in Word. 3
¢ H O ol HreR & A9 @y fefau)

21. What is Data Source? Write any two methods by which you can prepare
data source. 3

R A" R 27 S 9 dUR i % fhdl @ adel % ar # fefgu)

22. Answer/Name the following (any three) : 1x3=3

(@) Is this a valid e-mail ID?

workmail@gmail.com

(b) This protocol is used for sending Internet e-mail

336/MAY/217B 10 (RO R



(c) This is the address of a computer which is linked to the Internet
(d) 1t is an electronic document written in HTML computer language
(e) 1t is a protocol which is also known as the ‘glue’ of the Internet

= % s Afy/am ffaw (@8 @)
() 1 IE Toh 99 I-HA 380 Blo &7

workmail@gmail.com
(@) 38 WA H WM 3 §-0d W9 % fau g @

() I8 Th HI HT UgH & Wl 5 U fore gren @

(4) I8 Th goieh gEaEs & S HTML Wi # for@n e g 3
(¥) a8 Th Wikl 8 5@ sewie 1 ‘e ot e W @

23. Name the following : 3

(a) A software that reads high-level language program and translates it
into machine language program

(b) A low-level language which uses mnemonics

(c) A high-level language which is a popular object-oriented programming
language

Or

Name the following :
(a) Rules by which every computer language is bound
(b) Program generated by the compiler

(c) A language which is directly understood by the computer

336/MAY/217B 11 [ FHERNCAEM AR 270



= % AW fafag -

(%) Th TIRTR I TR-oad oas T i ggdl & 3R fR 38 mefie ohas o &
FgaTied Tl B

(@) Th Al-dad oifes o e &1 T wd 2

() Th EE-T9d ol o1 foh T SRR Sffesige -3t Smfi v @
areran

= &% T fafew -

(%) IAH HAX oiaw A FRmi g e gt 2

(@) HMEeR & g SFe fopam mam T

() Th WM S HFE g HY wH S kel B

24. (a) What is a web server? What it is responsible for? Name any two web

server programs. 2
(b) Define web page. What can a web page contain? 2
(%) I TR B 27 A5 fopwen foru fiqr i 27 fopdl @t 9@ weR s % A
ferf|

(@) 99 IS ! gy hifsm) 99 O § s W@ S dehar 27

* Kk ok
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This Question Paper consists of 24 questions and 12 printed pages.
™ YE-T H 24 WA q91 12 qigd 98 @l

Roll No. Code No. 69/ MAY/4
ST e Ho

Set /¥ C

DATA ENTRY OPERATIONS
BIeT Ut ST
( Theory )
(g )

(336)

Day and Date of EXxamination ..o
(v <1 e @ feen)

Signature of Invigilators L e

(fFrietept = BEATEN)

General Instructions:

1.

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

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.

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.

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

Write your Question Paper Code No. 69/MAY/4, Set on the Answer-Book.

In case of any doubt or confusion in the Question Paper, the English version
will prevail.

336/MAY/217C [IFRNCMRnR - e.ro.



AT IR -

1.

2.

Titefeff Te-T % IRl I8 W ST STRAT ey forE)|

FUAT TA-UF Bl A9 o o TH-T7 5 o1 I8 a1 WA hl I+ 8w & Foaell wom s % wew
ST BN 21 0 91 I S Wt B A o6 oA shives w9 W 2

IR-YfEaert § ygaH-Tag s sryan ffdy vt & sifafes %2 ot srgseame forga @ adianeff =
IR SETAT SR

T v S e e, gt 3ran Tord, ok T a0 3fe % I, IT-giEaehT | ford |
I IT-YFEThT W T¥T- T Ig Fo 69/MAY/ 4, T2 [c] ferd |
TRA-93 | foReT ot YehR o Tag AU gl < feufd o swistt IaTg & Wi g
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DATA ENTRY OPERATIONS
BTeT Ut JATORYH

( Theory )
(g )
(336)
Time : 2 Hours | [ Maximum Marks : 40
g ;2 gue | [tLUTi_OB : 40

Note : (i) This question paper consists of 24 questions in all.
(i) Al questions are compulsory.
(iij) Marks are given against each question.
(iv) Section—A consists of

(a) Question Nos. 1 to 8—Multiple-choice type questions (MCQs).
Question Nos. 1 to 7 carrying I mark each and Question No. 8
carrying 2 marks. Select and write the most appropriate option out
of the options given in each of these questions.

(b) Question Nos. 9 to 17—Objective-type questions. Question Nos. 9
and 10 carry 2 marks each (with 2 sub-parts of I mark each) and
Question Nos. 11 to 17 carrying 1 mark each. Attempt these
questions as per the instructions given for each of the questions
11 to 17. (Few questions are ‘Fill in the blanks’ type.)

(v) Section—B consists of

(a) Question Nos. 18 and 19—Very short answer-type questions
carrying 2 marks each to be answered in the range of 30 to 50
words.

(b) Question Nos. 20 to 23—Short answer-type questions carrying
3 marks each to be answered in the range of 50 to 80 words.

(c) Question No. 24—Long answer-type question carrying 4 marks to be
answered in the range of 80 to 120 words.

An internal choice has been provided in some of these questions. You
have to attempt only one of the given choices in such questions.

o : (i) 3@ 9-u ° $A 24 TH B
(i) @l v fEmt F
(i) TI% T % b IFeh wHA few Ty 2|

336/MAY/217C 3 [ FERNCM R pr-0.



(iv) WUE—h
(a) T T@M 1 ¥ 8 T Sg-foshedd oA &l YW @ 1 § 7 9% § YIS TH
HT 1 Fh 2| IH T 8 & oW 2 3k B TS T U feu MU fowmedi § @
ey wdl fashed @ AR ford |
(b) % T 9 W 17 G IEIME Y &1 Y T 9 T 10 H ¥ TS b 2 IFh
g (1 31 9 2 IY-9TN Afgd)| I HE&A 11 | 17 9% § YIh & ] 3Ih
Bl T ER gl &% IW E) (P9 yH Tk wEl Wl wRe gHR % 1)
(v) @Wis—d
() 9 HE@I 18 Td 19 i Y30 TSN & I 8| IS I & 2 b B
T YT 1 IW 30 ¥ 50 v A <)
(b) I TEAT 20 ¥ 23 TH-ITT THR & Y &l TIH TH & 3 3h 8l TS
Y T I 50 ¥ 80 Wdl H <
(c) ¥ T& 24 <rH-ITT ThR B Y 7, THh 4 37 ©| THHI W 80 ¥ 120
el H 3|
Fo T i rate freed e w21 R st R § @ B o @
A B

( . . . . )
(1) Answers of all questions are to be given in the Answer-Book given to you.

oft el % I MR & g IR-Yfegen H & ford|
(2) 15 minutes time has been allotted to read this question paper. The question
paper will be distributed at 2:15 p.m. From 2:15 p.m. to 2:30 p.m., the

students will read the question paper only and will not write any answer on
the Answer-Book during this period.

39 YH-TF hl Ugd & fau 15 fime &1 aag fear wn R weA-u @ faar Que o
2:15 &9 fhaT @M QUel 2:15 &9 & 2:30 &9 deh B had Y-UF i TG 3R
39 37Ef % NH 9 IW-YREHl | i W 6l forat |

SECTION—A
Eus—<h
1. Which of the following is not a valid page size in Word? 1
(A) Letter (B) Legal
(C) A4 (D) Postcard
o U g B SH-F1 Th 99 U g A& 2 7
(A) TR (B) <@
(C) A4 (D) UREHE

336/MAY/217C 4 (RO



2. What is the value of the formula =(A1/B1)+ (C1/D1), if the values of

Al=15,B1=5, C1=10 and D1=2? 1
(A) 7 (B) 8
€ 9 (D) 6
®iHAl = (A1/B1)+ (C1/D1) % 9oy F1 8fff afg A1=15, B1=5, C1=10 3R
D1=2 &7
A) 7 (B) 8
€ 9 (D) 6
3. Which of the following tabs helps to change font type? 1
(A) Insert (B) Layout
(C) Design (D) Home
%I IEY dco o fow 390 ¥ fhm 39 Y weg oft St B 7
(A) T (B) T3
(C) fesmsa (D) 2™
4. Which of the following shortcut keys is used to select all the texts in a
document? 1
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
T ¥ g widehe I gR e # QU RS THATY fooide fohar Sar 27
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
5. Which of the following is a valid mathematical operator? 1
(A) ++=4 B) /@b
(C) —x5 (D) /
T ¥ HH-|T Th 9Y TR AR B ?
(A) ++%4 B) /@b
(©) -5 D) /

336/MAY/217C 5 [ FERNCM R pr-0.



6. Which of the following components of a chart specifies the values of the

data series plotted? 1
(A) Data labels (B) Tick mark
(C) Legends (D) Chart title
IE BT T F HH-FT HEUHS Wil H T ST HHS A Iy gutar B2
(A) STT eeH (B) fe wmeh
(C) wisieH (D) =% e
7. Which of the following functions helps to calculate sum of values in a
range based on certain given criteria? 1
(A) COUNTIF (B) SUMIF
(C) MAX (D) AVERAGE
TH T HE-T BHRH G T HIE AR Th & h dogst H A0 Febrerar 27
(A) COUNTIF (B) SUMIF
(C) MAX (D) AVERAGE

8. In the questions given below, there are two statements marked as
Assertion (A) and Reason (R). Choose the correct answer for these
questions out of the choices given below in each question : 1x2=2

(i) Assertion (A) :
Using Bullet points for lists are preferred over long sentences.
Reason (R) :

Bullet points brings the information directly to the reader’s
attention and separate the lists in the usual length of text.

(A) Both (A) and (R) are true and (R) is the correct explanation of (A)

(B) Both (A) and (R) are true but (R) is not the correct explanation
of (A)

(C) (A) is true but (R) is false
(D) (A) is false but (R) is true
(E) Both (A) and (R) are false

336/MAY/217C 6 (RO



(i) Assertion (A) :
Inserting page numbers is essential for lengthy documents.
Reason (R) :

Page numbers allow easy and effective navigation and referencing
within a document.

(A) Both (A) and (R) are true and (R) is the correct explanation of (A)

(B) Both (A) and (R) are true but (R) is not the correct explanation
of (A)

(C) (A) is true but (R) is false
(D) (A) is false but (R) is true
(E) Both (A) and (R) are false

H= fou MU yei § g e Y (A) 3R HRU (R) % &9 H Afkd fehw mu | 3
= % forw F= fow MU faeedt § @ @ fawew 4

(i) HATHAT (A) :
fore & fotu &9 el & 9ol §oie uised M 31fe uEe T Sram 2|
RO (R) :

Foic Uised | 39 FIAI W UISH 1 HH Wa: IEhNA & Il & 3R gole
Ui W 3aT JRL e dRe | Ire off g S R

(A) (A) 3 (R) SFf & € 3 (R), (A) %1 @& oo @

(B) (A) 3 (R) SFi wél & wifh (R), (A) 1 @l v =& 2
(C) (A) ¥& § Afth (R) e 2

(D) (A) T & oife6d (R) @t &

(E) (A) 3R (R) QM Tefd &

336/MAY/217C 7 [ FERNCM R pr-0.



(i) ATH (A) :
oS TEeS % foU U9 9 36 e e BT 2l
%R (R) :

U9 T ¥ qEES % Hid AEET IR WWET @ " gE a% ugdl S
eI

() (A) 3 (R) gt @& & 3l (R), (A) T & avi B

(B) (A) 3 (R) 2Ff wéi & & (R), (A) 1 @l v & #
(C) (A) ¥ ® Afth (R) e @

(D) (A) 7T & @i (R) @&l 2

(E) (A) 3 (R) qHI Teid &

9. State True or False : 1x2=2

(@) |2— | button is used to make numbered list.

(b) Ctrl+V key is used in place of Undo command.

& AT TMeTd 9y

() |2 — | 9 &1 AW e fore s9m F forw 2 Rl

(@) Ctrl+V &l &l 3g HAE & agat T foram Sram 2|

10. Fill in the blanks : 1x2=2
(a) sub-menu under Home tab is used to add border and shading.
(b) Left, Right, Center and Decimal are types of which can be set

as per our requirements.
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11.

12.

13.

14.

15.

16.

17.

336/MAY/217C o [ FERNCM R pr-0.

ﬁ?ﬁ@'l’vﬁaﬁﬂﬁ'q
() BW 3 F Ald _ HE-T=Y HT TEN 910 IR Afem Vg w0 & faw g R

(@) %, T3, Wl 3 HHA % YR & g 31Ul STaveshdl % AR 8
foran St 21

is the basic type face in which the letters are displayed.
aftres erey ®a 2 e sren yefifa 2 €

Each of a worksheet has unique reference or address.

THAC F TAS BT I G 1B I U BT 2|

The paper available for printing purpose can be chosen from options
like Legal, Letter or A4.

fifén & 32w ¥ STy IW I o, A AT A4 fohedi B | AT ST Tehal B

Name the features of Word which are used to make columns of text and
are set at 0-5" intervals from the left margin.

T2 & 37 HIH 1 9H fIge T SRE ok i 994 & fw = a8 3 T =18
s @ 0.5 % 3Had W T fopan Sman R)

Name the keys that erases the text to the left and right of the cursor.
3 HS % AW fARET S HE b 95 HR qE IR o TRE HI feeile HA &l

Which area of the memory is used to hold the cut or copied items of text?

THRZ o he fohU MU IR K fopu MU Mg R W & U AHR o foRw W T wm
BT 87

A is a grid of columns which are designated by letters; and rows
which are designated by numbers.

U s Bt @ S wiem (e 31l & femmn Sar B) o O (S =0 @ femmn
ST 2) ol et s e 2



SECTION—B
T is—d

18. (@) What is a computer? Name two input devices. 2
Or

(b) Define operating system. Give two examples of operating system.
(%) FFR #1287 QA Y feargai & am forfgu)

YT
(@) ffn fren # afenfya Hifdw) fRfin fren % @ s dfsw

19. Ravi prepared the topic ‘Output Devices’ for his class test. He got the
following 2 marks question in the test. Help him to answer this :

What is a plotter and how does it work? Name two types of plotter. 2

o 7 Ry feames fowg W W s 3w % fow durd €1 3@ ew A fm ww
e S 2 3Rl # A1l I IW ¢ § Heg HINT

AT FT BT & N T8 Y S Al 87 @ THR & WL & AW fdRay|

20. What is Data Source? Write any two methods by which you can prepare
data source. 3

ST |IE T 87 ST HE R HH % [l @ dlehl o IR | farag)

21. Answer/Name the following (any three) : 1x3=3

(@) Is this a valid e-mail ID?

workmail@gmail.com
(b) This protocol is used for sending Internet e-mail
(c) This is the address of a computer which is linked to the Internet
(d) It is an electronic document written in HTML computer language

(e) It is a protocol which is also known as the ‘glue’ of the Internet

336/MAY/217C 10 (RO



= % I AR/ m e (918 @)

(%) F1 T8 Tsh 99 I-Hel 380 Slo &7

workmail@gmail.com

(@) 39 TeIhict 1 TN e 3-0a1 Uo & fou grar 2
(T) IE TH HEL H1 UgH 7 A e ¥ oo gram 2
(9) 98 U goiagi-eh &S & S HTML Wit # foran mn g @

(8) I8 T WErhid & T Serie &1 I oft wer S ?

22. Write three advantages of Mail Merge feature in Word. 3
T2 | HA TS IR % dF @ fafeu)

23. Name the following : 3

(a) A software that reads high-level language program and translates it
into machine language program

(b) A low-level language which uses mnemonics

(c) A high-level language which is a popular object-oriented programming
language

Or

Name the following :

(a) Rules by which every computer language is bound
(b) Program generated by the compiler

(c) A language which is directly understood by the computer
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24.

= % AW fafag -

(%) Th TIRTR I TR-oad oas T i ggdl & 3R fR 38 mefie ohas o &
FgaTied Tl B

(@) Th Al-dad oifes o e &1 T wd 2

() TH FE-TOC oS Sl foh Th ABRE Sfeode-3NUE Tonfim v 3
areran

= &% T fafew -

() T HIIE ehaw o Freml g s g #

(@) HFER % g SRe TRam T T

() Th WM S HFE g HY wH S kel B

(a¢) What is a web server? What it is responsible for? Name any two web
Server programs.

(b) Define web page. What can a web page contain?

(%) 99 G FAT BT 27 Ig Thdh forw fomiier giar 7 fopedl 2t 99 TR Tt & ™
fofau)

(@) 99 Us I gRTYg hifSe| 9 99 § F&1 W S dehdl 87

* ok k
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