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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. 62/ OSS / 2-A on the Answer-Book.
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Note : All questions are compulsory and carry marks as indicated against each question.
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1.  Fill in the blanks of the following : 12x10=5
Freferfiam # R T # 9f # -
(a) language is understood directly by the computer.
T HERR GRT EY HE S <
(b) Windows, UNIX are example of
foem, gfeg % 3SR ¢ |
(c) is a single media file which includes sound, animation, art or movie.
e e Hifean wra ® fed ke, THmeE, o = 7ot wive 2 )
(d) An example of input device is which takes voice as input.
$Ye fearsd i1 T& TR0 § S A& il T2 i e ol ¢ |
(e) function returns the arithmetic mean of the given numbers or arguments.

TR feu T Fali a1 sdHe 1 WRedAfew WA AI" w T
6 A is an Excel file which can hold many worksheets.

_ UF U HEA o (HH % aeeie Wl S Hhdl o |
(g) Assembly language uses symbolic codes called

UTS! oiTarst fadifelsh hig ol T Hidt § o= Fed 2

(h) Internet connectivity is possible using protocol.
TIEIRIct 1 TANT ek & eI Hfaefadt Hoa 2t 2|
(i) Press CTRL+ to move the cursor to the end of the document.
HET I SIRIHE o 3id H of 9T o faTq CTRL+ TSI =R |
(G) If you want to add a new text box to the slide, select insert — command

from the menu bar.

wIEE | Ueh 1 SR oo U A & oI 3719 7= oIR ¥ Insert — FHHIS A |
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2.  State True or False : 12x10=5
WE 1 TeAq feA ey
(a) Standard QWERTY keyboard has generally 104 keys.
e Fad ware § AR W 104 HIS Bt § |
(b) Word table can never be used as a data source for mail merge.
T 7St & T erer 9 & w9 § o€ Taat &1 W et oft T2 foRen s weRan 2

(c) Control unit of computer is used to store data and instructions.

FIRR ht held g2 ST Td TSl bl TR HH H1 HE Hdl 7|

(d) Compiler is a software program which compares the data.

FHHZN Teh GPEaR T i1 Sl sl Hria &Hldl 2|
(e) ISP stands for Internet Service Provider.
ISP 1 qUi &Y § Seie Hfad Hemsel |

(f)  Top, Bottom, Left and Right are four types of margins which can be set for a page.
2o, dfed, %, Tg2 I IR FhR &1 7S ¢ 57 T U9 W He foran s 2|

(g) An IP Address is nothing but a number written in a particular format having four
parts and each part can vary from 1 to 255.

IP UH Teh H&AT Bl § N Uk Ff¥era wifie o fort St € e =R wrm 2ia € e gedes o
1§ 255 & o= g o & B Tehdl §

(h) Customized packages are developed to meet the specific requirement of an organization
or an institute.

FETHIESE Yohsl ohl TRl Wk e a1 Heod i fafved steawaesdieti i gfd w0 & fag
farenfaa foram <ram © 1

(i) Tab stops are set at 2.5 inch intervals from the left margin.
28 MY 1 WE WS ¥ 2.5 59 % auel W H fopan S g1

(G) Inthe CC: field you can enter the email address of those whom you would like to send
a Blind Carbon Copy of your message.

CC : Thiee B 7Y 37 <Nl ol THE TST T A & fofe 31T 79 HAS i ATEE HraiA shidl
ST =T & |
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Define the following terms (any two) :
Frfafea sreal w1 AR # (R &) -

Domain Name System (DNS)
<A W foen (SieTew)
Format Painter

HHe Y

Speaker

TteRY

Write short notes on the following :

frafafaa w dfera feooft fag -

(a)

Compiler

ERSEIGES

Windows Explorer
[ECIERICETIN
Webpage

EEEE|

Slide show view
REERIIC

Insert rows in a worksheet

gehsie | U (ARA) 6 HLAl

Differentiate between the following :

frfafea & «i= 3@ o= =

Average( ) function and MIN( ) function
Average( ) TR T8 MIN( ) HeRM

Title slide layout and Title only layout
A TS S T e ATedl A3

Line spacing and Paragraph spacing

Web Server and Web Browser

e T TG I SIS

Inkjet Printer and Dot Matrix Printer

62/08SS/2-336-A |

1x2=2

2x5=10

2x5=10
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6.  Answer the following : 8
FreferfEa = s ity

(a) What is mail merge ? Name three types of documents created while doing mail merge.
Explain any two. 1+1+2
TS TSt 1 2 HA TSl hid HHA i © i TG o STRHE ST S &, 3k A forg | feopeg!
<1 1 =i |
(b) Based on the following data given in the table, find the value of the given expressions.
e oo | U T e o SR W U T UeusH 1 9 e | 1x4=4
A B C D E
1 25 29 30 10
2 42 59 21 22
3 11 19 22 21
4 71 15 10 9
@i El1=((C1/D1)*Al)-B1
(i) E2=((A2-D2)+1-C2)+B2
(iii) E3=(B3+D3-7)/(C3+ A3)
(iv) E4=(((A4-1)/C4)*D4) + B4
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DATA ENTRY OPERATIONS (Theory)
ST Wt Ty (Tagia )

(336)
Time : 2 Hours | [ Maximum Marks : 40
g : 290 ] [ quifk : 40
Note : All questions are compulsory and carry marks as indicated against each question.

fdor: |t e sfrard € &I g 9w o o SHe a feu T ¥

1.  Fill in the blanks of the following : 2x10=5
Freferfiam # e T # 9f # -
(a) Scanner is an example of input device.
TR Y feara &1 T 3R R
(b) Antivirus is a software.
THErRE T T |
(c) Table is an important feature of spreadsheet program which helps in data
analysis.

90 Teviie T 1 T Hewqul HBer ¥ S el faveryn # ueg & €1
(d) CRT and LCD are types of
CRT 3R LCD % TR €|
(e) function returns the arithmetic mean of the given numbers or arguments.

TR feu T Fadi a1 sdHe w1 WRedAfeR WA A" w T

() is a grid of rows and columns.
Y (T AR e (Twi) sl Tk Tire (Ser) =i §1
(g) If you want to add a new text box to the slide, select insert — command
from the menu bar.
TS H Uah 91 $R2 e U & o T o719 Hg 9K ¥ Insert — FHHIE LA |

(h) Every page on the web has a unique address called .
o9 % YAk US| 1 T STer UgH 2l @ 5 FEd |
(i) Assembly language uses symbolic codes called

UTSl oiTast fEdifelsh hig ol T Hidt § o= Fed B

(G)  Press CTRL+ to move the cursor to the end of the document.
FHE T SfHHe & 3Ad § o M o faw CTRL+ TS =1 |
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2.  State True or False : 12x10=5
R EIRIRICCICRIEE
(a) Word table can never be used as a data source for mail merge.
e Tl o fow <1 9 % &9 H o€ Taa & WA Fft off T2 o S weRar 7
(b) Standard QWERTY keyboard has generally 104 keys.

WeE Fodl HaIS H SFAR T 104 HIs Bt ¢ |

(c) Compiler is a software program which compares the data.

FHHZN Teh G9EaR TUTH i1 Sl sl el &Hldl 2|

(d) Control unit of computer is used to store data and instructions.

FIRR ht held F(e ST Td 3l bl TR HH H1 HE Hl 2|

(e) Geographic domains represents the country to which the domain belongs to.
<Iftees S S8 2 i gwitar & foreer sfaria S 1 2 |

(f) Top, Bottom, Left and Right are four types of margins which can be set for a page.

20, dich, A%, T2 A 9R YR i A ¢ o= Tk 991 W T fohan <iar 7 |

(g) SMTP stands for Simple Mail Transfer Protocol

SMTP @l Ui @&Y & fH7a 7a ZHw ekl
(h) Tab stops are set at 2.5 inch intervals from the left margin.

TS WY I 9 AIfSA T 2.5 39 % Faa W G fohan smar 21

(i) Inthe CC: field you can enter the email address of those whom you would like to send
a Blind Carbon Copy of your message.

CC : Wice | 319 37 @l 1 30 USH TR I ¢ TSI 319 2794 HAS] i SAES hisiA shidl
ST =Ted § |

(j)  Customized packages are developed to meet the specific requirement of an organization
or an institute.

FETHIESE Yohsl ohl Tohdll Wk G a1 Heod sl fafved steawaesdisti i gfd w0 & fag
farerfaa foram <am €1
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3.  Define the following terms (any two) :

Frefafead sl =6t aftarfa = (TRl <)

TCP/IP

TCP/IP (31.¥.9./3TE. W)
Copying Text

TR BT BT

Speaker

TieRY

4.  Write short notes on the following :

freafafaa w dfera feooft fag

(a)

Windows Explorer
[ECIERICETIN
Compiler

hHTRelY

Slide show view
RIEERIIC
Webpage

ECEE|

Cell References

T TS

5.  Differentiate between the following :
1 o st e o =i

SUM( ) function and SUMIF( ) function
SUM( ) %R Ta SUMIF( ) e

Line spacing and Paragraph spacing
Title slide layout and Title only layout
TEA TAFS S T T Sl A3
Inkjet Printer and Dot Matrix Printer
Web Server and Web Browser
ECRCIRtCICEIE I
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6.  Answer the following :

frafafaa =1 s Sifu .

(a) What is mail merge ? Name three types of documents created while doing mail merge.

Explain any two.

TS TSt 1 2 HA TSl hid HHA i © A TG o STR[HE ST S &, 3k A forg | feoreg!

21 1 O R |

(b) Based on the following data given in the table, find the value of the given expressions.

9 o § feu 7T ger % SR W feu U TeuyE 1 9 R |
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A B C D E
1 25 29 30 10
2 42 59 21 22
3 11 19 22 21
4 71 15 10 9
i) E1=((C1/D1)*A1)-B1
(i) B2=((A2-D2)+1-C2)+B2
(i) E3=(B3+D3—7)/(C3+A3)
(iv) B4=(((A4—1)/C4)*D4)+ B4
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DATA ENTRY OPERATIONS (Theory)
ST Wt Ty (Tagia )

(336)
Time : 2 Hours | [ Maximum Marks : 40
g : 290 ] [ quifk : 40
Note : All questions are compulsory and carry marks as indicated against each question.

fdor:  weft g stfrare € SiR g 9w & o SHe a fer T ©

1.  Fill in the blanks of the following : Y2x10=5
frefafeaa § Raa woml 1 gfd =63
(@) ALU and CU of a computer system is jointly known as .
F foed % ALU 3R CU &I 9ga &9 & el Sl R |
(b) devices are connected to the computer externally used to perform some

specific functions.

feareas 1 wreeR o o W 9 ¥ el 9 © aifek o ffved @ el o=

ek |
(c) allow you to represent data entered into the worksheet in a visual format.
39! Teh3iie § X fohT T 1T 1 T¥4 (visual) &1 H T ST STIAM <d & |
(d) MS SQL and ORACLE are examples of management system software.
MS SQL 3R ORACLE Taeic foen areasR & SEe R |
e A must begin with an equal to (=) sign.
Th AT R (=) Tz o wner & g 2 =nfe
§3) feature helps to fill the cells with data which is in series or with the same

value of data.
=R Yod 1 T e ¥ 9H H Heg dl & S a1 dl 90 | 91 91 T S =)

(8) are the programs which are designed to bridge the gap between operating
system and the user needs.

a1 U § = S fawen oiR IoR =it sTevasharsti sl o 1 @ g HH

& fere s T R
(h) By default page is named as index.htm.
Ehice g U 1 M index.htm @1 771 § |
(i If you want to add a new text box to the slide, select insert — command
from the menu bar.
TABE H Teh F1 SR o Ug T & fAT 319 5 IR ¥ Insert — FHHIE A |
(G)  Press CTRL+ to move the cursor to the end of the document.
HET I SIRIHE o 3d H of 9T o faq CTRL+ ST =T |
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2.  State True or False : 12x10=5
'{Té\' Iql MAd 1%1'F@'Q :
(a) Compiler is a software program which compares the data.
FHHTZER Teh GFeazR G § S 12T ol iR il ¢ |
(b) Control unit of computer is used to store data and instructions.

FT Fl sheldt gie Tl e FSE 1 TR W &l hed el T

(c) Word table can never be used as a data source for mail merge.

e 7St o fore <rer 9 & w9 H 9 ooe 1 W el off T feRan s weRdn B
(d) Standard QWERTY keyboard has generally 104 keys.

e FEl HEe H IR W 104 FHIS BNA ¢ |

(e) Customized packages are developed to meet the specific requirement of an organization
or an institute.

FEeHESE Ukl i fordl T Heem A1 e ot ffvea stavasarstt &1 gfd w1 & fag
Torenfia foran Stran 1

f An IP Address is nothing but a number written in a particular format having four
g P g
parts and each part can vary from 1 to 255.

IP UH Teh H&AT Bl © N Ueh iy wifie o fort St € e =R wrT 8ia € &R gedes o
1§ 255 & o9 g Wi & 8 Tehdl §

(g) ISP stands for Internet Service Provider.
ISP &1 701 W&Y § 3etie Hfod et |

(h) Top, Bottom, Left and Right are four types of margins which can be set for a page.
2[4, SieH, WU, TEe A =R FohR i AfSH ¢ TS Toh ISt TR 9 forall ST €1

(i) Inthe CC: field you can enter the email address of those whom you would like to send
a Blind Carbon Copy of your message.

CC : Tice B 1Y 37 <l ol e TST T A & fofe 310 79 BN i 1EE HreiA shidl
ST =T & |

(j)  Tab stops are set at 2.5 inch intervals from the left margin.

T9 WY I 9 AIfSA T 2.5 39 & Fala W G fhan sman 21
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3.  Define the following terms (Any two) :
frfeafea wedl 1 afefom wifse (fRi =) -

URL
Moving Text
TR A HTT
Speaker
TeRY

4.  Write short notes on the following :

frafafaa w dfera feooft fag

()

Windows Explorer
[EEE RSN
Compiler

ERSEIGES

Insert rows in a worksheet

gehsie | U (ARA) 6 LAl

Steps to insert and delete a Text box in a slide.

TAES § TR dia 3796 Uo feaiie hid o &
Webpage
ECEES]

5.  Differentiate between the following :
1 o st e o =i

Formula and Function

el T R

Line spacing and Paragraph spacing
Title slide layout and Title only layout
T3 WAS 133 Te geed ATl I3fse
Inkjet Printer and Dot Matrix Printer
Web Server and Web Browser
EERSEIRCICCICIE N

62/08SS/2-336-C | 4

1x2=2

2x5=10

2x5=10
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6.  Answer the following : 8
= 1 s e

(a) What is mail merge ? Name three types of documents created while doing mail merge.
Explain any two. 1+1+2
TS TSt 1 2 HA TSl hid HHA i © A TG o STR[HE ST S &, 3k A forg | feoreg!
1 T 0 Y|
(b) Based on the following data given in the table, find the value of the given expressions.
e Toa # U T e o SR R U T UeusH 1 9 e | 1x4=4
A B C D E
1 25 29 30 10
2 42 59 21 22
3 11 19 22 21
4 71 15 10 9
i E1=((C1/D1)*Al)-B1
(i) E2=((A2-D2)+1-C2)+B2
(i) E3=(B3+D3-7)/(C3+A3)
(iv) E4=(((A4-1)/C4)*D4)+B4
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