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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. 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.

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

5. Write your Question Paper Code No. 58 / OSS/1, Set - C on the Answer-Book.
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DATA ENTRY OPERATIONS(Theory)
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Time : 2 Hours] [Maximum Marks : 40
qug ; 2 gue] [qurie : 40
Note: All questions are compulsory and carry marks as indicated against each question.
fdwm ¢ et Ty ifaTE § SR Tk WoA % 31k IHeh | fau T E|
1. State True or False: [10 x 15 = 5]
HE 91 e FA1SU;
a)  You cannot view the size of the file in Windows Explorer.
Y fEI TR | WiEe Rl WIS i 3@ TE) dehd 2l
b) You cannot change the width of columns in an Excel worksheet.
Tk T Teh3iie | 3T Shict hi TISTE 98 T8l dehd gl
c) BASIC is amachine dependent language.
afee (BASIC) weh w9iia fHR W 21
d) You can insert only roman numbers as page numbers in your document.
3T 37U ZEATAS W heled AH TS hidt Ut HeRl o ®F U 39S T Tehd 2|
e) Student Management System is an example of Customized application
software.
e tReie firen, FeuTgse Ueiihy AiFear %1 Uk IS0 2
f)  InExcel, all styles are cell styles.

TR °, BT W5 St wrget gt ¢l
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g) You can add Picture as a bullet on a slide in a presentation.
MY IFLYA U Uk FATEE W FoAe o &Y ° R fUerer & U8 & Terd 2
h) A taskbar disappears when you open a document in a word processor.
TS 3T Th &S hi I8 THER H WAd ¢ dd ZRhaR A" 2l A1l 2l
1)  You can even share software on Internet.
Y AFAT T ot $eHE W IR L TR B
7)) You cannot edit the data source once it is created.
3719 2T {Y i T & 18 ITH TINLA T8 K Thd 2
2. Fill in the blanks for the following: [10 x 12 = 5]
= & fore g Tt 6 gfd St
a) The option in the Recycle Bin is used to retrieve a deleted file.
o fom & forrea @1y U feelie i TE wEe w A W
A < fo1g g 21
b) The speed of a Dot matrix printer is measured in
U gie tfzwm e i wiie = o T ST 2|
c) Theinstructions given to a computer to perform a particular task is known as
forelt e Bl QU A o ToTu PR st U oA are fFeen o el T 2|
d) The expanded form of GUI is
Sf.g.emé (GUI) = faqa ®u H|
e) The command to insert a page break is present on the tab.
UST Sk THE i ol HATE 8 W e g gl
f) Byusingthe tab in the Format Cells dialog box, you can change
the orientation of the text.
TiHE He SEANT siied | f3U Tg 29 & TE ¥ 319 e (Uted) i fewm
(SATRUeTH) SEet weh &
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g) feature of MS Word ensures the authenticity of your document.

TH.THE. 98 6l ferstwran grr 31 SR FETAS B arataeRar gifvea =
gehdt 2|

h) The function is used to add the cells with respect to the given
criteria.

WS T TART &1 T8 It o SHER Sed 1 e & forg foman s 21

1)  There are different slide layouts to choose from in MS
PowerPoint 2007.
TH.TH. UieR gige 2007 # 3T AT AT TATZE ™ 33E | W hig
off T T 2l

1) is a dedicated line that is laid especially for Internet connection

between the ISP and your computer.

Teh THUA @13 g St foo &9 & ISP 3R 319 o e & o 3ete
TR T A & fore gt S 2

3. Differentiate between the following: [4 x2=8]
i & = 3T wee il
a) List AutoFill and AutoFill feature of MS Excel 20077
TH. TH. T 2007 & ‘Tore SHieiihe Ud ‘Hieithe thiek ?
b) Machine Language and Assembly language.
YA WA Ue TETeAt Wi
c) Pie chart and Doughnut chart.
g 9 Ud SHe 9|
d) Normal View and Slide Show view.

et 7 T TS M =

58/055/1/336-C] G-249 4 A= contd....



4. Define the following terms: [2 x1=2]
= =Rt uftwm fefau:
a) Title Case
2TEeA A
b) Web Browser

ECEIRSH

5.  Write short notes on the following: [3 X2 =6]
1 w wfera feoavft (igw) fofRau:
a) System Software
e wiveaT
b) Mark as Final feature of MS Word 2007
TH.TE. T8 2007 T ATk TS WEAA’ hieR
c) Freeze Panes feature of MS Excel 2007

q. 04, TR 2007 1 RS 91 BieR

6. Answer the following questions:
= ueat & W R
a) Name any two functions that you can perform by using the control panel.[1]

THeTel UeT T T Shtch 31T i § 3 1 e Tehd! &, 3ok A foral|
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b) Ritika wants to create a document using mail merge feature of MS Word. She
has created the main document but she does not know how to create a data
source. Write the steps to create a data source using Word Table for Ritika.[2]
fifaent TA.0E.9E & A At HIRR &1 TS0 ek Ueh TS daR T =radl 8l 364 34
SlerHe (YA gxaras) a1 foren  @fera 0 g 78 uan fk ot grer @i at dam ) 52
T 1 ITANT I U ST | AR oA o T foaRem 3i Ricemt @t wag dhifs

c) Name the three sections into which the Normal view of a presentation is
divided. [1]
I 7 @el & Am foran R ge=eym @ e = fawfsra g 21

d) Expand FTP. [1]
FTP @t farga e forfRam

e) Identify the domain name from the following URL.: [1]
https://swayam.gov.in/courses/public.htm
et few e URL @ & oA 9w & ug=ntu:
https://swayam.gov.in/courses/public.htm

7. Trish has created the following Excel sheet. [1+1+2=4]

- F G H
5
2 item_Code |ltem Name|Price |Discount % |DiscountinRs [Total price
3] 5001 pen 15 0
4 1102 Doll 250 2
5 5104 Notebook 40 5
& $110 Pastel Colours 85 0

The formula to calculate discount in Rs. for the item Pen is written in cell
F3 as=E3/100*D3

Write the formula/steps to do the following tasks
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a) To display the total price of pen as (Price-Discount in Rs.) in cell G3.
b) To display the highest price of all items.
c) Steps to copy the formula of cell G3 to cells G4....G6.

d) To display the sum of total price of all items in cell GS.

Fror 3 F v vite a9 2:

1| A B C D E F G

2 e wIE | MR Aw  a | feweee (%) | fewme (v, ) | oo fima
3 S001 oA 15 0

4 T102 LS| 250 2

5 S104 Fegw |40 5

6 S110 A wer | 55 0

Tt F3 # 3115en uA & foru fewrmmse =it wun o e & ot wien 3@ yeer foam man 2:
F3=E3/100*D3

fae st st A o forg wien /2w ot

*) @ G3 ® U N T ha (Praa-fewrse (w. #)) feem)

@) [ AEeH H U TIH ST hiAd HehTe |
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M) & G3 % wien & dd G4 8 G6 T FHUl wH & A ot |

) @« G8 # asft sngeni it $t hima i A fewm)

8. Shiksha has created a report in MS Word. She wants to format text in her report
using only the keyboard. What will be the shortcut keys for performing the following
tasks: [4 x 1=4]

f1en 3 wn.vE. 92 # v Ui Gar i 2| 97 U o § 2ae whiten & fore hae fEE w5
T A e 2l 38 e sl @ A & foru foR idene R 1 gEETe e e

a) Making the text italic.
e hl Felforad I
b) Redo the last task.
fuse ®r =t auE @ ()1
c) Justify the text.
HE I TLIEE HET
d) Go to the beginning of the document.

TEATAH <l JEAT | THT

> > >
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