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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.

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

6 The Question Paper is bilingual. In case of doubt, the English version should be considered
as authentic.
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DATA ENTRY OPERATIONS
(e G606 AR

(229-OR)
Time : 2 Hours] [Maximum Marks : 40
ang, @ 2 Q& [@AIYR A& : 40
Note : (1) Attempt all questions.
(2) Marks are given against each question.
deql ¢ (1) 4999 d¢ QMIna 2o |
2) d6Ria gea 2IQl8 didéa 9@ 9dq Aale QAR |
1  Match the following and write your answer in the answer book : %X6=3
Column A Column B
(a) Mnemonics (1) Quit Programme
(b) SUMIF (i1)) High Level Language
(c) Close button (iii)) Symbolic codes
(d) Slide show (iv) Data storage
() FORTRAN (v) View type
(f) Memory unit (vi) Function type
GOmEe 29Q 670 @0 QA J9e QAR J4eleq emel :
a9 A 29 B
(a) Mnemonics (i) 6 99 K09l
(b) SUMIF (i) Q% 2o @dl
(c) Q@ 6QIQlf (iii) dO1RIQR oQ
(d) 9o gede (iv) QoM agé
(¢) FORTRAN (v) @@/ Qi gl
(H g6dQIae Yaq (vi) Qi galQ
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2 Write in your answer book, True/False for the following %X6=3
statements :
(a) A standard keyboard has 104 keys.
(b) Restore command helps to delete the stored files.
(c) CTRL key helps to select non-consecutive files.
(d) Replace fonts feature does not help to change fonts in a slide.
(e) Track change option lies under Insert tab.
(f) SHIFT + F3 is the short cut key used for changing the case of text.

fomee d6eee 0a al gn Heq Qe J9delsa e :

(a) Yo dIQ8 6QIelf aFeq 104 & 6QIela ey |

(b) de8 LS 2I6Qél (Restore command) AIQINEQ A°Q8Q Qe AAIQE
Q60 |

(c) Q609gQl 98 €@@ CTRL 0§ (key) AIQINNEQ F6RINIG QQ6QS |

(d) Font @ 963g1de 63deY, diavca g9l Fontq QAR 2Q916a QI
A6 QI |

(e) ©lR dAQARQ ade (option) QARCAY Q1R6Q QLR |

() Text @ 0098Q @G48l diQ 46a¢ @ - SHIFT +F3 @ 919Q1Q @IV |

3 Define the following : 1x4=4
(a) Utility software
(b) Formula
(c) Control Panel
(d) Printer

QARGS €90 QM @Q :
(a) GORT dereeaaa

(b) 4@

(c) QA28 MR

(d) q9e 99
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4  Write short notes on the following : 2x4=8
(a) Font Face

(b) Rulers

(c) Input Devices
(d) Creating Smart Art in worksheet.

8 Gagen ensl :

(a) RIQ 2P

(b)  QmQ

(c) €eadl gl

(d) @I9deeq Y@ Smart Art 98 @QQl |

5  Differentiate between the following : 2x2=4
(a) Spelling and Grammar checker.
(b) Deleting text and Replacing text.

Qamee duteq aldey Qe ¢
(a) QRIH YQ° MAQE QERIQ] |
(b) 6RGl A0 YR° casll 9RsLIae |

6  Answer the following questions : 2x5=10
(a) Write the importance of Mouse 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 ?
(e) Briefly explain about various slide layouts.

§9 doa 99a @aq @Y :

(a) Y@ 7ed dI&8Qa 98 @6 end ?

(b) Y@ @2 go@d (copy) @@Ql €l My Documents 60 Q49QIQ
6RQYQl 6dIdle 6Rd |

(c) Excel @1606q @10QIQ @Q @0Q 967 9 @g (data source) & @QQ |

(d) 60 cAlad dea 69 26 @8 e ?

(e) Q@9 dRIQ dRe RUQE 69 A6 &4 |
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7  Answer the following : 2x2=4
(@) In a Word document, which short cut keys are pressed to do the
following actions ?
(i) To copy a paragraph of text
(i) Go to the beginning of the document
(ii1) To Replace a text
(iv) To activate Spelling and Grammar checker
(b) Write the steps to do the following actions on the given sentence :

Tillnow 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.

(i) Above text is Ariel and size 10, change it to Ariel black,
size 14.

(iii) Make the above text Bold and Underline

(iv) Left align the text.

QARYS dEgean QaQ tad
(a) Y9 G0 0946786q HIRNGe AMCIR Q1990 6Qagel dias @ 6ad |
(i) VY9 2962Q el 9oRd (copy)
(i) Ve ogicraq Are del
(iii)) V9 sl 9asdlae QQql
(iv) QQI9 Y9 Qaqde d8 Qe
(b) ARG QIRYER goa @6dd QAL R

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

() QUORYS 2QERAER, gal QRIAGE 9Gg A0R @ |

(i) QUQ RGO RS Ariel ¥Q° 2IRIQ - 10 266" QI Ariel black YQ°
AN - 14 6Q 9QER @Q |

(ii)) QOQAES 6aslidy Bold ¥9° Underline 6 9@l QQ |

(iv) QIF6E8N cnsll Q9 |
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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 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. | Areas of Development | Revenue spent (in %)
2 1 Education 22
3 2 Health 27
4 3 Rural development 11
5 4 Farming 25
6 5 Sanitation 15

(b) Following data shows marks of 6 students of 10th 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 of Student | English [ Maths | Science | Computer | Total Marks
21 1 Sudhir 68 80 72 84
31 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
51 4 Pratham 91 92 93 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) 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) Write the formula using function to find the maximum of total marks.
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QARG d600aq QaQ emel :
(a) QIRGe AR QdIIAR 6 -

I

Y@ audit @°gl QA QEIJIR] doRIaw Joa QY AQ8 AeUe JRe
AIIER 60 AUIRR | A8 A8 192 @8 Y8 991909 (pie chart)

A0 Q|
A B C
1| SN Rlo{[a[SSREAII QURY oo
2 1 &sl 22
3 2 gy 27
4 3 qIAEe Qef 11
5 4 Q8 25
6 5 AR 15

(b) Qa¥ 65E16Q degql 6 98 QXA 4 & 98ALQ - (pre board exams) Q
QAR ARG IR 21 JIRR | a8 QoNq dIRQl dIR 49 FINeaq :

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
5 4 Pratham 91 92 93 90
6 5 Neena 45 56 59 44
7 6 Ravish 78 88 91 89

(a) 6RI0RN G2 6Q €9 GRS QI QYAQ &S AR Q4Iaq |

~A~~

(b) G2 6@ gal 999 ORa (copy) 2684 6RIORIER KGel IR 6aIalR
00e 6ad | (G3 01Q G7 adia)

(c) g QAT QAR Ao gy 206l A 49 &l |
(d) 6916 A ddlye dIT eagal dle 4e6Y ead |
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