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answer-book.
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DATA ENTRY OPERATIONS
(Theory)

TET Tl AT
\EAR)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 "] [quries : 40

Note : All questions are compulsory and carry marks as indicated against each question.

et - Wl ueT ot ¥ &R Ul 99 & ofh I€e gmH e U ¥

1  Fill in the blanks for the following : %XIO =5
Frer & et et @1 o iR -
(a) refers to a set of programs that makes the hardware perform

(b)

(c)

(d)

a particular set of tasks in a particular order.

% GeY UH T & ¥ ¥ T S EeaA &l fI9W YBR & Bt @l
fa9w wn ¥ & °§ g9 99 7

is the shortcut key used to make the selected text bold.
SMEHE & A G Y TR DI SIS 11 ST Hohdll ¢ |

The first page of every website is called the

Jh dSHISE Bl el UsT HedTdl Tl
An array of different coloured pens in a clip rack and a robotic arm is
part of a

ST AT TN & U Sl Ueh {ohTq {ob B 1 Bl & 31X Ueh Udifeh H
% few B )
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(e) columns or rows help you to prevent unwanted changes.

Hied SR A @l H ¥ AUH SO UG § S99 W HeE
e 1
(f) Windows can help you to set-up new components such as sound

card, video card to your computer.

fieie sl STe HgEX § AU HUMH S AES HS, AfsaAr BS
YA BT § HaE HIT |
(g0 A is an electronic document written in a computer language

called HTML..

TE aeite q&es & ot HTML -me &weex st & feman

EicIE

(h) lists allow you to clearly display the main points of your

presentation on the slides.

e STTuh! TE &Y & W5S T YSi=eM & & ([§gall &l Jaid &
@ oAl Tl ¥

(i) Using feature, you can fill a range of cells either with the same

value or with a series of values.

HIER &1 YAN Bk A9 Hal & Th {51 Bl T SI6l aeg a1 9eg Dl
ST ¥ WX 9ahd ¢

(j) File or Folder can be renamed by on it and then clicking on the

Rename option.

HIZA AT BT bl O99 B & [0 39 T B AR ftpT Tmy faee
TR R @Y |
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2 State True or False : %XIO =5

TE A1 T (o
(a) Windows Explorer can be used to copy, move, rename and search files
and folders.

Q&1 Fear 31
(b) GUI stands for Geographical User Interface.

GUI &1 U1 @W&Y § SURIihed g $Th |

(c) Number, Alignment, Font, Border, Patterns and Protection are the six
tabs in the format cells dialog box.

9T, TR, i, e, Y2 ofiR Weae™ 4 gl BHe o9 ST Siad o
forg 6 39 %)

(d) Search Engine is an engine which drives the car, bus etc.
a9 3R T a3 ¥ S B, S| enfy T

(e) LAN stands for Local Area Network.
W B YU WEY § Arhd TRAT eds |

(f) Bold, Italics and Underline are font sizes.
Iice, 3Tiva S ST BT A5 & UHbK ol

(g) CTRL + SHIFT + D keys are used as shortcut keys for making duplicate
copy of a slide.

CTRL + SHIFT + D giee $ial &1 YaNT T3S &l Sgiade Bral a9 &
faq e 51
(h) COBOL, FORTRAN, C and C++ are examples of high level languages.

BiE, B, C 38X C++ B5 Wad wTesl & I ol

(i) To get the smallest number from a given set of numbers, SMALL( )
function is used.
et % UH T H § JAaH §E UK B & g SMALL( ) hase &
TR BT

() To get the arithmetic mean of a given set of numbers, MEAN function
is used.

e U wemst % wE ¥ ¥ uRediee A e % fu MEAN %has™ @t
AR BT B
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3

Define the following terms : (any two)

= o=l @t ool s @ (@1 )

(a)

(b)

(c)

Speakers

g
Wizard
IE&IES

Text alignment

THRE UAZAHLS

Write short notes on the following :

= ot g fewfl fafag -

(a)

(b)

(c)

(d)

(e)

Main document

e ae

Computer languages

g i s

Hiding a worksheet

ehelre bl fsar

Using spelling and Grammar checker

AT R I AHBT BT T

Chart and its types

e 3R 39% YB
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5  Differentiate between the following : 2x5=10
= & 9 fax W= El?l‘ﬁﬂ"‘{ :
(a) Opening an existing presentation and closing a presentation.
UEd o HioE fRdl Ueee™ @l WA iR Fi &
(b) Steps to access Normal view and steps to access Slide sorter view.
A = H YA F W X WSS el g H YN & WH|
(c) System software and Application software.
fen gireaer ol U™ Wiveday |
(d) Steps for selecting consecutive and nonconsecutive files.
HHATT ST ST oA Rad wEal & g & W |

(e) Telnet and FTP.

S S THE|

6 (a) Based on the given text, answer the following questions : 4+4=8

fu T TRE & omuR WX T U9l % SR AT
Visit to a Zoo

Last Sunday we went to visit a zoo with our children. There were Tiger,
Lion, White Peacock, Chimpanzee, Bear, Langoor, Zebra, Camel,
Elephant, various types of Birds, Crocodile etc. in the zoo. Children saw
them with much curiosity and interest and became very happy as this was

their first visit to any zoo.

(i)  Write the steps to make the heading Bold, Center aligned, Underlined 1

and Red colour.

T B Sies, X YA, SisTaET ol @@ T w1 & €W fufau)
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(i) Make the paragraph text justified, change line spacing to double 1
line change colour to Blue.

1 TN qEqABL Al B |
(iii)) Write the steps to copy the same paragraph below the existing one 1

and change its font size by 2 points more, also change its colour to

orange.

IUed YTTH Bl BT B & @& o 3T BT Hih 39 38 WATH
F R T, 319 THD Bi< T3S bl 9adAB al G5 T4, T I8dhT 31w
Gy

(iv) Write the steps to put a border around the ISt paragraph and put 1
a shading effect in the copied paragraph.

T IOMH & IR T 987 34 & W [d 3 Bl fpe U 3R
¥ QT shee T

(b) Answer the questions based on the spread sheet data given below:

o fou U Fesfie s & ey X = U9 % SR i

A B C D
Quantity Total
1 Name of fruits | Rate per amount
purchased }
kg, paid
2 Apple 120 15 kg
3 Organge 80 20 kg,
4 Kiwi 200 3 kg
5 Guava 90 14 kg.
6 Grapes 160 S5kg
7 Pomegranate 190 10 kg
8 Strowberry 180 7kg.
9

65/ESS/4-336-A | 7 % [ Contd...



(1) Find the total amount paid for each fruit and also find the grand
total in cell D9.

A% A b [ HA fohal diad a1 T3 ar M S 37 qaa uis 2ed
¥d D9 ¥ fammul

(i1)) Find the average per kg rate in cell B9.
e B9 ¥ afga wid well W fewm|
(iii) Find the total amount paid for Apples, Oranges and Kiwi in cell C9.
q CY ¥ que, AT 3R @ren &% oy Ry g ga oM @ feam)
(iv) Write a formula to calculate the maximum of total paid amount

and show it in cell A9.

P SR H H Afrebad S % g Ue wian foe e afeom d@
A9 ¥ fx@md|
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This Question Paper consists of 6 questions and 8 printed pages.
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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.
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AT ST

1 vdendf ye-o3 & Ued U WX SIUAT STHIG oEsd fae |
FUAT G-I B WG o 6 UF-UF F FA YOf qA U B Sa o den ¢ A uud g %
g FUC BU 2| 3@ 9@ @ g A w A 6w i ' oA ¥

3 ITgiaw 9 deam-fag sAW stgen ffdw @l & sifafed wel o ergshui e av qdened @
3T SEAT SR

4 U@ U o9 e, 9 stuar Tad, Red W oad oenfe % IR, Sa-giaw A fae)

5 U IW-gRaEl WX 4TS @ drs @@ 65/ESS/4, iiz- fore |

65/ESS/4-336-B | 1 % [ Contd...



DATA ENTRY OPERATIONS
(Theory)

TET Tl AT
\EAR)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 "] [quries : 40

Note : All questions are compulsory and carry marks as indicated against each question.

et - Wl ueT ot ¥ &R Ul 99 & ofh I€e gmH e U ¥

1  Fill in the blanks for the following : %XIO =5
Frer & et et @1 o iR -
(a) refers to a set of programs that makes the hardware perform

(b)

(c)

(d)

a particular set of tasks in a particular order.

% GeY UH T & ¥ ¥ T S EeaA &l fI9W YBR & Bt @l
fa9w wn ¥ & °§ g9 99 7

is the shortcut key used to make the selected text bold.
SMEHE & A G Y TR DI SIS 11 ST Hohdll ¢ |

The first page of every website is called the

Jh dSHISE Bl el UsT HedTdl Tl
An array of different coloured pens in a clip rack and a robotic arm is
part of a

ST AT TN & U Sl Ueh {ohTq {ob B 1 Bl & 31X Ueh Udifeh H
% few B )
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(e) columns or rows help you to prevent unwanted changes.

Hied SR A @l H ¥ AUH SO UG § S99 W HeE
e 1
(f) Windows can help you to set-up new components such as sound

card, video card to your computer.

fieie sl STe HgEX § AU HUMH S AES HS, AfsaAr BS
YA BT § HaE HIT |
(g0 A is an electronic document written in a computer language

called HTML..

TE aeite q&es & ot HTML -me &weex st & feman

EicIE

(h) lists allow you to clearly display the main points of your

presentation on the slides.

e STTuh! TE &Y & W5S T YSi=eM & & ([§gall &l Jaid &
@ oAl Tl ¥

(i) Using feature, you can fill a range of cells either with the same

value or with a series of values.

HIER &1 YAN Bk A9 Hal & Th {51 Bl T SI6l aeg a1 9eg Dl
ST ¥ WX 9ahd ¢

(j) File or Folder can be renamed by on it and then clicking on the

Rename option.

HIZA AT BT bl O99 B & [0 39 T B AR ftpT Tmy faee
TR R @Y |
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2 State True or False : %XIO =5

TE A1 T (o
(a) Windows Explorer can be used to copy, move, rename and search files
and folders.

Q&1 Fear 31
(b) GUI stands for Geographical User Interface.

GUI &1 U1 @W&Y § SURIihed g $Th |

(c) Number, Alignment, Font, Border, Patterns and Protection are the six
tabs in the format cells dialog box.

9T, TR, i, e, Y2 ofiR Weae™ 4 gl BHe o9 ST Siad o
forg 6 39 %)

(d) Search Engine is an engine which drives the car, bus etc.
a9 3R T a3 ¥ S B, S| enfy T

(e) LAN stands for Local Area Network.
W B YU WEY § Arhd TRAT eds |

(f) Bold, Italics and Underline are font sizes.
Iice, 3Tiva S ST BT A5 & UHbK ol

(g) CTRL + SHIFT + D keys are used as shortcut keys for making duplicate
copy of a slide.

CTRL + SHIFT + D giee $ial &1 YaNT T3S &l Sgiade Bral a9 &
faq e 51
(h) COBOL, FORTRAN, C and C++ are examples of high level languages.

BiE, B, C 38X C++ B5 Wad wTesl & I ol

(i) To get the smallest number from a given set of numbers, SMALL( )
function is used.
et % UH T H § JAaH §E UK B & g SMALL( ) hase &
TR BT

() To get the arithmetic mean of a given set of numbers, MEAN function
is used.

e U wemst % wE ¥ ¥ uRediee A e % fu MEAN %has™ @t
AR BT B
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3 Define the following terms : (any two)

1 oreal @1 gl &I ¢ (@R Q)

(a)

(b)

(c)

Compiler

ESIEGEY

Shortcut Menu
sz i

Text alignment

TRE TATETHE

4  Write short notes on the following :

= o s feaoflt fafaw -

(a)

(b)

(c)

(d)

(e)

Main document

el B IS
High level language
TS Wad «ael (STg WAF )

SUM( ) function
() B
Use of clipboard

frRa 9% @1 v

Chart and its types

e 3R 39% YB
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5  Differentiate between the following : 2x5=10
= % 9= siay Ww @R ¢
(a) Opening an existing presentation and closing a presentation.
UEd o HioE fRdl UeRee™ @l WA iR F &I
(b) Website and Web server
JTEEe X A9 T

(c) System software and Application software.
foeen wiHedat SR Ui |ieaay |

(d) Steps for selecting consecutive and nonconsecutive files.
HHAR 3R AT o Rod wEal & g & RF|

(e) Telnet and FTP.

S S THE|

6 (a) Based on the given text, answer the following questions : 4+4=8

fou U T & emma wR T U9 % SaX IR
Visit to a Zoo

Last Sunday we went to visit a zoo with our children. There were Tiger,
Lion, White Peacock, Chimpanzee, Bear, Langoor, Zebra, Camel,
Elephant, various types of Birds, Crocodile etc. in the zoo. Children saw
them with much curiosity and interest and became very happy as this was

their first visit to any zoo.

(1)  Write the steps to make the heading Bold, Center aligned, Underlined 1

and Red colour.

T & TIes, T TARS, ISR X AW 1T Hid & W faiau|

65/ESS/4-336-B | 6 % [ Contd...



(i) Make the paragraph text justified, change line spacing to double 1
line change colour to Blue.

1 TN qEqABL Al B |
(iii)) Write the steps to copy the same paragraph below the existing one 1

and change its font size by 2 points more, also change its colour to

orange.

IUed YTTH Bl BT B & @& o 3T BT Hih 39 38 WATH
F R T, 319 THD Bi< T3S bl 9adAB al G5 T4, T I8dhT 31w
Gy

(iv) Write the steps to put a border around the ISt paragraph and put 1
a shading effect in the copied paragraph.

T IOMH & IR T 987 34 & W [d 3 Bl fpe U 3R
¥ QT shee T

(b) Answer the questions based on the spread sheet data given below:

o fou U Fesfie s & ey X = U9 % SR i

A B C D
Quantity Total
1 Name of fruits | Rate per amount
purchased }
kg, paid
2 Apple 120 15 kg
3 Organge 80 20 kg,
4 Kiwi 200 3 kg
5 Guava 90 14 kg.
6 Grapes 160 S5kg
7 Pomegranate 190 10 kg
8 Strowberry 180 7kg.
9

65/ESS/4-336-B | 7 % [ Contd...



(1) Find the total amount paid for each fruit and also find the grand
total in cell D9.

% % & [T HA (eha-l BT o T3 At e iR 37 qaar WS ed
¥d D9 ¥ fe@m|

(i1)) Find the average per kg rate in cell B9.
¥d B9 # off|a uid seit {2 femm)
(iii)) Find the total amount paid for Apples, Oranges and Kiwi in cell C9.
A CY ¥ que, AT 3R @rel &% fou Ry 7T ga oM @ R
(iv) Write a formula to calculate the maximum of total paid amount

and show it in cell A9.

P SR H H Afbad ST % g U wian foe e afem da
A9 ¥ fe@m|
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DATA ENTRY OPERATIONS
(Theory)

TET Tl AT
\EAR)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 "] [quries : 40

Note : All questions are compulsory and carry marks as indicated against each question.

et - Wl ueT ot ¥ &R Ul 99 & ofh I€e gmH e U ¥

1  Fill in the blanks for the following : %XIO =5
Frer & et et @1 o iR -
(a) refers to a set of programs that makes the hardware perform

(b)

(c)

(d)

a particular set of tasks in a particular order.

% GeY UH T & ¥ ¥ T S EeaA &l fI9W YBR & Bt @l
fa9w wn ¥ & °§ g9 99 7

is the shortcut key used to make the selected text bold.
SMEHE & A G Y TR DI SIS 11 ST Hohdll ¢ |

The first page of every website is called the

Jh dSHISE Bl el UsT HedTdl Tl
An array of different coloured pens in a clip rack and a robotic arm is
part of a

ST AT TN & U Sl Ueh {ohTq {ob B 1 Bl & 31X Ueh Udifeh H
% few B )
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(e) columns or rows help you to prevent unwanted changes.

Hied SR A @l H ¥ AUH SO UG § S99 W HeE
e 1
(f) Windows can help you to set-up new components such as sound

card, video card to your computer.

fieie sl STe HgEX § AU HUMH S AES HS, AfsaAr BS
YA BT § HaE HIT |
(g0 A is an electronic document written in a computer language

called HTML..

TE aeite q&es & ot HTML -me &weex st & feman

EicIE

(h) lists allow you to clearly display the main points of your

presentation on the slides.

e STTuh! TE &Y & W5S T YSi=eM & & ([§gall &l Jaid &
@ oAl Tl ¥

(i) Using feature, you can fill a range of cells either with the same

value or with a series of values.

HIER &1 YAN Bk A9 Hal & Th {51 Bl T SI6l aeg a1 9eg Dl
ST ¥ WX 9ahd ¢

(j) File or Folder can be renamed by on it and then clicking on the

Rename option.

HIZA AT BT bl O99 B & [0 39 T B AR ftpT Tmy faee
TR R @Y |

65/ESS/4-336-C | 3 % [ Contd...



2 State True or False : %XIO =5

TE A1 T (o
(a) Windows Explorer can be used to copy, move, rename and search files
and folders.

Q&1 Fear 31
(b) GUI stands for Geographical User Interface.

GUI &1 U1 @W&Y § SURIihed g $Th |

(c) Number, Alignment, Font, Border, Patterns and Protection are the six
tabs in the format cells dialog box.

9T, TR, i, e, Y2 ofiR Weae™ 4 gl BHe o9 ST Siad o
forg 6 39 %)

(d) Search Engine is an engine which drives the car, bus etc.
a9 3R T a3 ¥ S B, S| enfy T

(e) LAN stands for Local Area Network.
W B YU WEY § Arhd TRAT eds |

(f) Bold, Italics and Underline are font sizes.
Iice, 3Tiva S ST BT A5 & UHbK ol

(g) CTRL + SHIFT + D keys are used as shortcut keys for making duplicate
copy of a slide.

CTRL + SHIFT + D giee $ial &1 YaNT T3S &l Sgiade Bral a9 &
faq e 51
(h) COBOL, FORTRAN, C and C++ are examples of high level languages.

BiE, B, C 38X C++ B5 Wad wTesl & I ol

(i) To get the smallest number from a given set of numbers, SMALL( )
function is used.
et % UH T H § JAaH §E UK B & g SMALL( ) hase &
TR BT

() To get the arithmetic mean of a given set of numbers, MEAN function
is used.

e U wemst % wE ¥ ¥ uRediee A e % fu MEAN %has™ @t
AR BT B

65/ESS/4-336-C | 4 % [ Contd...



3 Define the following terms : (any two)
e gt @ ufenfya #ifve (@ @)
(@) Utility software
Sicierd
(b) Cell Reference
EEERC |

(c) Text alignment

TRE TATETHE

4  Write short notes on the following :
= o i fewdl fafag
(a) Main document
el B IS
(b) Compiler
E2SIENE

(c) Hiding a worksheet

Fehelie bl fur

(d) Creating Nested List

s foe A

(e) Average() function

Uael( ) Hae™

65/ESS/4-336-C | 5

1x2=2

2x5=10
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5  Differentiate between the following : 2x5=10
e & da i W HY -
(a) Opening an existing presentation and closing a presentation.
UEd o HioE fRdl UeRee™ @l WA iR F &I
(b) CC : Field in Email and BCC : Field in Email
d § CC : wies 3R BCC : wiks
(c) System software and Application software.
foeen wiHedat SR Ui |ieaay |
(d) Steps for selecting consecutive and nonconsecutive files.
HHAR 3R AT o Rod wEal & g & RF|

(e) Telnet and FTP.

S S THE|

6 (a) Based on the given text, answer the following questions : 4+4=8

fiw T TR % emuR W T uel % S A
Visit to a Zoo

Last Sunday we went to visit a zoo with our children. There were Tiger,
Lion, White Peacock, Chimpanzee, Bear, Langoor, Zebra, Camel,
Elephant, various types of Birds, Crocodile etc. in the zoo. Children saw
them with much curiosity and interest and became very happy as this was

their first visit to any zoo.

(i)  Write the steps to make the heading Bold, Center aligned, Underlined 1

and Red colour.

T B Sies, X UATEH, ofstanET oiR @ T &1 & ww fuRau)

65/ESS/4-336-C | 6 % [ Contd...



(i) Make the paragraph text justified, change line spacing to double 1
line change colour to Blue.

1 TN qEqABL Al B |
(iii)) Write the steps to copy the same paragraph below the existing one 1

and change its font size by 2 points more, also change its colour to

orange.

IUed YTTH Bl BT B & @& o 3T BT Hih 39 38 WATH
F R T, 319 THD Bi< T3S bl 9adAB al G5 T4, T I8dhT 31w
Gy

(iv) Write the steps to put a border around the ISt paragraph and put 1
a shading effect in the copied paragraph.

T IOMH & IR T 987 34 & W [d 3 Bl fpe U 3R
¥ QT shee T

(b) Answer the questions based on the spread sheet data given below:

o fou U Fesfie s & ey X = U9 % SR i

A B C D
Quantity Total
1 Name of fruits | Rate per amount
purchased }
kg, paid
2 Apple 120 15 kg
3 Organge 80 20 kg,
4 Kiwi 200 3 kg
5 Guava 90 14 kg.
6 Grapes 160 S5kg
7 Pomegranate 190 10 kg
8 Strowberry 180 7kg.
9
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(1) Find the total amount paid for each fruit and also find the grand
total in cell D9.

A% A b [ HA fohal diad a1 T3 ar M S 37 qaa uis 2ed
¥d D9 ¥ fammul

(i1)) Find the average per kg rate in cell B9.
e B9 ¥ afga wid well W fewm|
(iii) Find the total amount paid for Apples, Oranges and Kiwi in cell C9.
q CY ¥ que, AT 3R @ren &% oy Ry g ga oM @ feam)
(iv) Write a formula to calculate the maximum of total paid amount

and show it in cell A9.

P SR H H Afrebad S % g Ue wian foe e afeom d@
A9 ¥ fx@md|
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