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This question paper consists of 8 questions and 8 printed pages.
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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§  Wirite your question paper code No. 44/AS/3 on the answer-book.
6 (a) The question paper is in English/Hindi medium only. However, if you wish, you
can answer in any one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu,
Marathi, Oriya, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit
and Sindhi.
You are required to indicate the language you have chosen to answer in the box
provided in the answer-book.

(b) If you choose to write the answer in the language other than Hindi and English,
the responsibility for any errors/mistakes in understanding the question will be yours
only.
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DATA ENTRY OPERATIONS

T TH AT
(229)
Time : 2 Hours] [Maximum Marks : 40
T 2 9] [qoifes : 40
Note : (1) Attempt all questions.

(2) The question having 1 mark should be answered in about 10 words each.
(3) The question having 2 marks should be answered in about 30 words each.
(4) The question having 3 marks should be answered in about 50 words each.

fRar ¢ (1) AW weE & I AN |
(2) 1 3% I@ YA® YT B IAX @AW 10 g H AY |
(3) 2 3% AW YA® YT B IAX @AWT 30 & H MY |
(4) 3 3% I@ YA® UST B IO @AWT S0 g H AW |

1
1 Match the following : 5 x6=3
A B

(a) Microphone (1) Output device
(b) Plotter (2) Windows Explorer
(c) Taskbar (3) Three sections
(d) Hierarchical list of files (4) Column label followed by

and folders row number
(¢) Normal view (5) Icons of running programs
(f) Cell address (6) Voice input
Sis fEEY -

A B

(a) RGN (1) ofSeye fsamd
(b) WX (2) M twEmw
(c) T TR (3) W9 @S
(d) wEd Td B @l (4) HH W9 b S€ 9

waEY fae (@) W e
(e) @ = (5) TT T WA & AR
(H &« ugE (6) @UE FYL
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2 Write True / False for the following statements : %X6=3
(a) Program generated by the compiller after translation is called the object
program.
(b) Speaker is an input device.
(c) Copying and moving files using windows explorer is not an easy task.
(d) By using control panel, you can customize the way windows look and work.
(¢) You can fill a range of cells with the help of Autofill feature of Excel.
(f) If you want to delete a Textbox from template, simply click the bords of

the text box and press delete key.

= gl § w8 91 TWd 9dn

(a) HEEE TR LEWIE & 96 S TM Mewdr & SU slissiae W™ ®el Sl & |

(b) TS UH 3Ye feamd ¥ |

(c) TR TFRT & WAN &b Bl B B BT T3 T HET AEE T8l
Al §

(d) HOA YA BT TAT Bk oMY el & e iR w1 # € B weEeAET
H GHd & |

(e) TUHW &% SIeIhd HUX H AE o MY @l & Th {of & 9 T & |
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3 Define the following : 1x4=4
(a) Low level language
(b) Resizing Text box
(¢) Insertion point
(d) Smart art graphics
frrfafaa =1 afoafa &
(a) @ wad WIS
(b) < dld@ bl JHEH HIAT
(©) T e

(d) e e Uithed

4 Write short notes on the following : 2%x4=8
(a) Monitor
(b) Bulleted and Numbered list
(c) Components of a chart

(d) Design tips for making an effective presentation.

e w dfea feoon faer -

(a) HHIX

(b) Feies T T fere

() TH W & Uiy

(d) UH FHETA UoI=9™ s % fag feamega fow
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5 Differentiate between the following : 2x2=4
(a) Selecting text and Replacing text

(b) Font face and Font size.
frfafaa o ik @W= Fivg
(a) o fqoee &N TH RS & NwE &

(b) i< HE TI Bie TEA

6 Answer the following questions : 2x5=10
(a) What is the importance of Taskbar in Windows ?
(b) What is the importance of Mail merge wizard ?
(c) Write the steps for protecting a document as Read only.

(d) What is the importance of headers and footers in a worksheet ?
Write the steps for inserting them.

(¢) What are the various categories included under the Numbertab in the format
cells dialog box. Explain any one with the help of an example.

= wedl & S e

(a) T o <X &1 Wew T ¥ 7

(b) v 7w To=TE @1 Ae@ W ¥ 7

(c) T sfegie & U= ol & &0 ¥ e @ & =9 fa@r ?

(d) TH THMTH 30 T4 Jod B FTTEE & 7 5% 3906 BT b A ®1 7 7

(e) WiHE YTH S Jia & G ¥ & Sia [ SRR HE-E B § P
T W fHl UH w1 SERXw % "Wy avie &Y |
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7 Answer the following : 2%x2=4

(2)

(b)

Suppose after typing a paragrpah of text, you are asked to press the following

key strokes one by one.

Write the actions that takes place at every key stroke considering that the

paragraph text has been selected before pressing each key stroke.
(i) F7

(i) CTRL + SHIFT + A

(i) CTRL + B

(iv) CTRL + SHIFT + D

Suppose you have a document which has 20 pages. You are asked to print only
16 and 17 page nos. Write the steps to do the same. Also write the steps to print

2 copies of each of the above page.

= 9ol w1 SR T

(a) THW T6 TRE &1 TH TUTH TRU B & 9% oY ¥ 9 & T Tk
% 915 Tsh 9N & [0 HEl Tl & | TA® Bl &b & 918 a8 arel Widishan
& I ¥ foel | v Rufy & o7 oW @) e ¥ f TRumw TR ued
¥ & Raolge fem mm ¥
() F7
(i) CTRL + SHIFT + A
(i) CTRL + B
(iv) CTRL + SHIFT + D

(b) W@ fF MUk U 20 USH 1 T SiagHS § | O™ haw 16 3K 17 sl
H A& Bl e & & W &1 T T | W B & Ll fwal |
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8 Answer the following : 2x2=4
(a) Write the steps to create a column chart to compare the expenses of a company
under various heads - in different quarters of an year. The data is provided
as under :
QTR1(inRs.)) | QTR2(nRs) | QTR3 (inRs.)) | QTR 4 (in Rs.)
Advertising 25,000.00 22.,000.00 24,000.00 26,000.00
Banking 50,000.00 52,000.00 51,000.00 53,000.00
Salaries 80,000.00 71,000.00 81,000.00 72,000.00
Allowance 10,000.00 11,000.00 10,000.00 11,000.00
Transportation 8,900.00 9,100.00 8,800.00 9,200.00
Medical 5,000.00 6,000.00 6,500.00 5,000.00
(b) Which of the following formula is wrong. Point out the mistake and write

(2)

(b)

the correct formulae

(i) (A1 *B1) + Cl - D1) — (Al *B1 + C1 — DI
(i) = Al + Bl + C1 + DI) - (Al — B1 - Cl1 + DI)
(iii)) = ((A1*2) + (B1 *3)) + (C1 *4 — (D1 *5

(iv) = (A1 <5<2-3)-(Al +6+ 3 —2)

Tl ® Sax fewl

wh a9 # e e (Quarter) § TH U % @El B g B &b T
Th Hidd I g & O &9 g | e 9 e s @ ®

QTR1(inRs.)) | QTR2 (inRs.)) | QTR3 (inRs.) | QTR 4 (in Rs.)
Advertising 25,000.00 22.,000.00 24,000.00 26,000.00
Banking 50,000.00 52,000.00 51,000.00 53,000.00
Salaries 80,000.00 71,000.00 81,000.00 72,000.00
Allowance 10,000.00 11,000.00 10,000.00 11,000.00
Transportation 8,900.00 9,100.00 8,800.00 9,200.00
Medical 5,000.00 6,000.00 6,500.00 5,000.00

et WHIR ¥ 4 B W TR ¥ 1 T W # g ok @@ whfw R |
() = ((Al*Bl) + Cl - DI) — (Al *B1 + Cl — DI

(i) = Al + Bl + Cl + D1) - (Al - Bl - Cl + DI)

(i) = (A1 *2) + (B1#3)) + (Cl*4 — (D1 %5

(iv) = (Al <5<2-3)— (Al +6 +3 —2)
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