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. For the objective type of questions, you have to choose any one of the four alternatives given in
the question i.e. (A), (B), (C) or (D) and indicate your correct answer in the Answer-Book given
to you.

4. All the questions including objective-type questions are to be answered within the allotted time
and no separate time limit is fixed for answering objective type questions.

5. 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.

6. Write your Question Paper Code No. 64/0S/2, Set on the Answer-Book.

7. (a) The Question Paper is in English/Hindi medium only. However, if you wish, you can

64/08/2/229-A

answer in any one of the languages listed below :

English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi,
Odia, 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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Instructions :
: : ErE
(i)  All questions are compulsory. i
(i) Marks are indicated against each question.
e :
() =t e srfEr € |
(i) STch W94 % ek I&eh TTH MY T ¥ |
1. Match the following and write your answers in the answer-book : %hx6=3
A B
(a)  Open Office.org Writer (i)  Automatically extends cell formatting
(b) My Documents (i)  Small image of each slide
(¢)  Support Tab (iii) Processing of all computer operations
(d) List Autofill (iv)  Word Processing Software
(e)  Slide sorter view (v) Displays a list of documents used by the
current user
()  Control Unit (vi) To get online help
11 g o1 THrTsT, 37 3T 37oHt ITR-gfeden 4 faifaw :
A B
(@) 3E AMPH.org WS (1) T BIHIST ol ATCHCH €I A 37 QT 3 |
(b) TS EleryrieH (i) T TATsS 6l BT 30
(c) wARE (iii) @t P HET h TG
(d) fere arfaifthat (iv) 9% TR gt
(e) TS HIR T (V)  Sd9H ISR g SR fohu e gEaret <ht HEh
&R AT B |
() &I gfre (vi)  SATICIET ged I i &g
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2. Write in your answer-book, True/False for the following statements : %hx6=3

(a) The program written by the programmer in high level language is called object
program.

(b) “Utilities’ is an example for system software.

(c) The indexing service provided by the search maintains an index of all files on
your computer.

(d) Windows does not allow you to add new hardware component.
(e) In Excel worksheet, columns are designated by numbers.

() We can save a presentation as a webpage.

e et o foTu 31ot IR -qfeaeht § w8l /TTerq ferfa -

(a) YT R B8 olgdl ofdsl (3= &g ) ° o o g sifedee. s
HEATI B |

(b) Toreem HiteaRR 1 T Il Jffadd’ ¢ |

(c) U9 g YgH ht T ITcll ST Tar 31mueh el T R avft wisell 1 $eod
T AT B |

(d) TSIt 3TTUeh! T TSI HHHe Vg A ht 7ufd T8 <ar & |

(e) VoSl gehefie o, shicTl sl ST g 1A R JTm 2 |

() &9 Tereht oft ISFEIH <1 9 U o €9 H T L Tehd & |

3. Define the following : 1x4=4
(a) COBOL
(b) Windows Explorer
(c) Elements of formula in Excel Spreadsheet
(d) Title Slide
1 =1 it Hife

(a) T (COBOL)

:; lﬁc‘;z::;:;qﬁ%%@ﬁﬁz}r

(d) U &igS |
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4.  Write short notes on the following : 2x4=8

(a) Optical scanner E‘E‘
(b) Rename an existing folder
(c) Options available in font dialog box
(d) Hiding slides in PowerPoint
1 o wfegeq feafora fafm -
(a) 3Tifeeshel TR
(b) UEA T T Biest il TAH HET
(c) ThIUZ SR Sfed H IUeTed] forehed
(d) UTadise H TATSS! ol Ut
5. Differentiate between the following : 2x2=4
(a) Main Document and Data Source in Mailmerge.
(b) Find and Find — Replace in Spreadsheet.
1 o off9 3T wm i
(a) HAFS § B SR 3R ST 9’
(b) TeIE U H1EE IR Hisg — g
6.  Answer the following questions : 2x5=10

(a) Write the steps to Autofit rows in Spreadsheet.

(b)  Write the steps to highlight text in Microsoft Word.

(c)  Write the steps to create numbered list in Microsoft Word.
(d)  Write the steps to rename a Worksheet in Excel Spreadsheet.

(e) Write any two ways by which you will be able to move between slides.

ﬁﬂﬁ?ﬁ%?ﬁﬂaﬁ?:

(a) TSI | U(ATET) i 3TeIhe HH & L fafau |

(b) TTSHITTR IS H TRL BTSeATSE A o W feIfgu |

(c) TTEEhIETE 98 H TR fofe s & W fafan |

(d) VR Tgefe H gehsfie sl fn % & v fafeu |

(e) oIS gl dlieh foTRau feh grT 319 TeTgel & offer ga L &b |
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7. Answer the following : 2x2=4

(a) Write the key combinations which you will press to do the following actions in
a Word document :

(i)  To make the text italic

(i) To get the help menu

(iii) To go to the end of the line
(iv) To open a file

(b) A paragraph containing text in Microsoft Word is written in Arial font and
aligned as center alignment. Write the steps to make the text in Times New
Roman and justified.

= o s i
(a) U IS SiRpHe § f St ol ot & ToTe fobd <t (Key) hifEsI=d <l gamam ST
feT 2

(i) TR I 3IfeAh TH
(i) 9 A=Y I U1 HH
(iii) TS o 37 U Tgad
(iv) TS Sl @iet
(b) TISHIETR I H o4 SFRHE T Ush SR TUTH TR Hive | foran o & 3R &ex
UATETHE § | 9 S Wl T3 = UFH H SGe R SETHISE M o & fIRaT |

8.  Answer the following : 2x2=4

(a) The following table shows the marks scored by a student in 5 subjects (English,
Hindi, Science, Maths and SST). Write the steps for creating a line chart with
the below given data to understand his performance in visual form.

The chart should have Title as “Performance Analysis”.
X axis should show “Subject”.

Y axis should show “Score”.

Subjects Marks
English 55
Hindi 65
Science 85
Maths 60
SST 92
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(b) The following table shows the rainfall recorded in five states during Oct. 2020.
Based on this data write function or formulas to find the following :

A B
1 | States Rainfall i
(in mm) [
2 | Maharashtra 750
3 | Tamil Nadu 525
4 | Kerala 800
5 | Punjab 400
6 | Delhi 500
7 | Total
8 | Highest
9 | Average
10 | Minimum

(i)  Total rainfall of all 5 states in cell B7.
(i) Maximum rainfall in cell BS.
(iil) Average rainfall in cell B9.

(iv) Minimum rainfall in cell B10.

ﬁﬂ%?ﬁi’{?ﬁm:

(a) To=1 eae o ush B g ure fasan (3nh, faw, fomm, wifora o wa wa & 8w
37ehT <1 TN TRIT 3 | 38 STMYR WA §U, ThH-H 1 g9 €9 ¥ g0 & fole
AT 1E 1m0 i o W ferfaw |

=1E 1 215 “ThIHE UATTTR” 81 =Ry |

X Ufered i “femr 3R Y U@ st “37e am i |

fere 3R
3TUSH 55
& 65
forstm 85
Tfurg 60
TE ™ 92
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(b) T 3s@ H a9 2020 % TERER TEH T Ui TsA1 H g3 991 I S fohat T 81
T AT R | 39 BT 3 SMUR T T 6 701 6t o fofT wier = waerd ford

A B

1 |3 TuT <hl "
(foreft i)

2 | mERTy 750

3 | dfterTg 525

4 | @ 800

5 | oo 400

6 | feeeht 500

7|3

8 | Aferham

9 | 3wd

10 | =g

(i) o B7 HUreE Ui i Het a9t 61 97 |
(i) ot B8 T 3Afersha ot shl 7T |

(iii) ¥t B9 T 371Ed 31 WSt 991 bl HTT |
(iv) & B10 § =fad s <l H7AT |
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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. For the objective type of questions, you have to choose any one of the four alternatives given in
the question i.e. (A), (B), (C) or (D) and indicate your correct answer in the Answer-Book given
to you.

4. All the questions including objective-type questions are to be answered within the allotted time
and no separate time limit is fixed for answering objective type questions.

5. 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.

6. Write your Question Paper Code No. 64/0S/2, Set on the Answer-Book.

7. (a) The Question Paper is in English/Hindi medium only. However, if you wish, you can

64/08/2/229-B

answer in any one of the languages listed below :

English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi,
Odia, 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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AT Y- I A9 o Toh FT-T3 o HoT Io31 TAT T shl a1 &1 T & Faat T Is3
o HEH W YT 7 | 39 91 il SAd I h o Toh T hish T HE |
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DATA ENTRY OPERATIONS

(STeT Tt AHTUITH)
(229)
Time : 2 Hours ] [ Maximum Marks : 40
o : 2 90 | [ 3Tferhad 376 : 40
Instructions :
EE

(i)  All questions are compulsory. O

(i) Marks are indicated against each question.
e :

() |l g HAER |

(i) STch W94 % ek I&eh TTH MY T ¥ |
1. Match the columns and write your answers in the answer-book : “ax6=3

A B
(a) Laser Printer (i) Displays a list of documents used by the
current user.

(b)  Control Unit (i)  Automatically extends cell formatting.

(¢)  Support Tab (i) Small image of each slide

(d) My Documents (iv)  Processing of all computer operations

(e)  List Autofill (v)  High quality printing

(f)  Slide sorter view (vi) To get online help

=1 g THemsT, 37t 3T 31t STr-gfeden § faRaw :

A B
(a) <R fiieX () IO ISR GRS e T gearast <l =
TERId AT B |

(b) g I (i) &S BIHIET I SATEHIH T & T T ¢ |

(c) wUR (i) I TATEE h BT T

(d) =E ShRpE (iv) Tt hreget S ShY ST

(e) foe afeifea (V) 3= FaTerdt <t fifem

(H wgs AR s (vi)  3THATE ged ITd i 2
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2. Write in your answer-book, True/False for the following statements : %hx6=3
(a) We can save a presentation as a webpage.
(b) Windows does not allow you to add new hardware component.

(c) The program written by the programmer in high level language is called object

program.
(d) “Utilities’ is an example for system software.
(e) By default, an Excel workbook has three worksheets.

(f) The indexing service provided by the search maintains an index of all files on

your computer.

e et o foTu 1ot IR -qfeaeht § w8l /TTera forfa -

(a) 9 Torelt oft ISREIM <1 9 U o €9 H T HL Tehd & |

(b) TSIt 3TTUeh! 7T BTETR HHHe Vg A ht Fufd T8 <ar & |

(c) YT R BT$ oigdt ofdsl (3= Tald umwn) H forn o g sifedee. s
HEAT B |

(d) Tiren GitesRr 1 T 3graw Frefadd’ 2 |

(e) SIHIe GRI Teh Ul dehsfeh H I aehaficd Bid & |

() < gR YEH ht T ITel ST T 31mueh el T feua avft wisell o1 e
T B 2 |

3. Define the following : 1x4=4
(a) FORTRAN
(b) Title Slide
(c) Windows Explorer

(d) Elements of formula in Excel Spreadsheet

e = it <hifse
(a) WIZH (FORTRAN)
(b) T3 1SS

o~
(c) TSI TR

(d) et Sresfie  widen 3 ueiiza

64/0S/2/229-B
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4.  Write short notes on the following : 2x4=8
(a) Hiding slides in PowerPoint EEE
(b) Optical scanner =
(c) Font style in Microsoft Word

(d) Rename an existing folder

Fr w gfere feoaforat forRaw
(a) UTeRUTEe W TATSS! <! foumT
(b) 3IMfeehel ThTT

(c) TIEHETE I8 H HiUe W5

(d) UEA T T Blest ol TAH HET

5. Differentiate between the following : 2x2=4
(a) Main Document and Data Source in Mailmerge.

(b)  Auto-sum and Auto-shapes in Excel spreadsheet.

1 o s o7 wrE i
(a) HAHS § B SR 37N ST 9’
(b) U wresfie H SATeI-8H U IAel-I™

6.  Answer the following questions : 2x5=10
(a) Write the steps to rename a Worksheet in Excel Spreadsheet.
(b)  Write any two ways by which you will be able to move between slides.
(c)  Write the steps to insert page number in Microsoft Word document.
(d)  Write the steps to Autofit rows in Spreadsheet.
(e)  Write the steps to highlight text in Microsoft Word.
3 AT o I e
(a) U WEIMe H Tehfie ol {1 o & = faRau |
(b) IS < alieh foTfaT feh g 319 ToTTsel < ol 7g L |eh |
(c) WISHIETR IE STaRIHe H ISl o 379 i o W fofd |
(d) Isefe | U(TATEHT) i 3Telhe HE b L fARau |

(¢) HISHIHTT I8 H THL FEATEE Hid o wLoF fafan |
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7.  Answer the following : 2x2=4

(a) Write the key combinations which you will press to do the following actions in
a Word document :

(i)  To make the text italic

(i) To get the help menu

(ii1) To go to the end of the line
(iv) To open a file

(b) A paragraph containing text in Microsoft Word is written in Bold style and red
colour. Write the steps to make the text in italic style and in green colour.

ﬁﬂ%?ﬁi’{?ﬁm:

(a) T 98 SfRHe H f It &bl ot & fofw foha it (Key) ifrsera w1 gamm ST
feT 2
(i) SR I 3IfeAh aTH
(i) &ed H=Y I ITH HH
(iii) TS h 37 § Tgad
(iv) T3 Sl @iet

(b) TEHER I8 H foT@ Teh TR WU wies W3 3R o1 T 8 8 | 39 31elh
W5 3T & T 9eoH & W ford |

8.  Answer the following : 2x2=4

(a) The following table shows the rainfall recorded in five states during Oct. 2020.
Based on this data write function or formulas to find the following :

A B
1 | States Rainfall
(in mm)

2 | Maharashtra 750

3 | Tamil Nadu 525

4 | Kerala 800

5 | Punjab 400

6 | Delhi 500

7 | Total

8 | Highest

9 | Average
10 | Minimum

64/0S/2/229-B
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64/0S/2/229-B

(i)  Total rainfall of all 5 states in cell B7.

(i) Maximum rainfall in cell BS.

(iil) Average rainfall in cell B9.

(iv) Minimum rainfall in cell B10.

(b) The following table shows the marks scored by a student in 5 subjects (English,
Hindi, Science, Maths and SST). Write the steps for creating a line chart with

the below given data to understand his performance in visual form.
The chart should have Title as “Performance Analysis”.

X axis should show “Subject”.
Y axis should show “Score”.

Subjects Marks

English 55

Hindi 65

Science 85

Maths 60

SST 92
% 3 ?ﬂﬁlﬁ :

(a) T 2oet o a9 2020 % 3reRsR WA ¥ uiw T § g8 i 1 fenre R i e
T AT R | 39 BT 3 SMER T F 6 701 6t o foTQ wirer = waerd ford

A B

1| w= ERIETRAE
(foreft i)

2 | wemy 750

3 | afterTg 525

4 | 800

5 | uTe 400

6 | feoett 500

7|3

8 | rferepan

9 | 3ftEa

10 | =aw

Unnati E(7:Iucation§m%g
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(i) o B7 H Ul Ui 1 Hot a9t 61 97 |
(i) Tt B8 T 3Afersha ot shl 7T |

(iii) Tt B9 T 371Ed 31 et 991 ol JTT |
(iv) & B10 § =ffad s <l HTAT |

(b) T et o b B g Ui T (3Th, T, fosm, mftra 9en v & ° g
37ehT < TN TRIT 3 | 38 3TYR HHA §U, THH-H 1 g9 €9 ¥ g0 & fole
TS =TS o1 10 i o ol ferflen |
TS T TTEeA “UHIHH UATATSH” BT TRT |

X Ufered sl “formr 3T Y Ufeed i <3ien” Am A |

fere= 3R
bl 55
i 65
o 85
R 60
g 92
64/05/2/229-B
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This Question Paper consists of 8 questions and 8 printed pages.

TIA-TAH S TRATA 8 EATS 2 |

Roll No.
ST

DATA ENTRY OPERATIONS Code No.  64/0S/2

. o |: HEA.
(zrEred ) sETRe | C
(229)

Day and Date of EXamination ..........co.o.eiuiiniiiiiiiiii e
(wieq =1 fem = feamh)

Signature of Invigilators 1. ... ErE
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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. For the objective type of questions, you have to choose any one of the four alternatives given in
the question i.e. (A), (B), (C) or (D) and indicate your correct answer in the Answer-Book given
to you.

4. All the questions including objective-type questions are to be answered within the allotted time
and no separate time limit is fixed for answering objective type questions.

5. 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.

6. Write your Question Paper Code No. 64/0S/2, Set on the Answer-Book.

7. (a) The Question Paper is in English/Hindi medium only. However, if you wish, you can

64/05/2/229-C

answer in any one of the languages listed below :

English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi,
Odia, 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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64/0S/2/229-C

el TR -3 o TEc! Y53 T I IFISRHIR e o |

AT Y- I A9 o Toh FT-T3 o HoT Io31 TAT T shl a1 &1 T & Faat T Is3
o HEH W YT 7 | 39 91 il SAd I h o Toh T hish T HE |

FEGISs ST | 3TT9eh! IR faehedi (A), (B), (C) @1 (D) | ¥ Whig Ush 3T 1 & a1 § T8
IA-Yfetent § w8 SR fora 2 |

s Tl % Try-an it gei o e ruif srafy o i € e § | agfies e i %
foTu 3rer & T & fean smom |

IW-YfEaert § qgam-Tug s 1z ffdse vl & sifdfea o ot srpsrame fores ™

glrereff st 3T IETRT ARAT |

Tt IT-IGThT T I -3 hl I T 64/0S/2, ¥ | C | ford |

(%) T-9= shaet 3T / & 1 7 | fpe ot afe o1mg = ot e & 8 fopet wek sy 1 SR
sttt fedt, 35, U, e, afid, oo, Hers, da, Fel, 3hedt, TSR,
Shiehufl, AT, SR, HaTell, ST, TEha 3TN [ |
T IT-fEeht § feu U afew i ford foh oo fopg A s fer@ @ 2 |

(@) Afe 319 fadt v 3sh o Srfafed fre 1= vreT o 3o fored € a1 e 1 g0 o aF
et Jfeat /et st foriert Shaet masht &t |
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DATA ENTRY OPERATIONS

(STeT Ut SATRTTH)
(229)

Time : 2 Hours ] [ Maximum Marks : 40
T 2 90 ] [ 3Tfereha™ 37 : 40
Instructions :

(1)  All questions are compulsory. EEE

(i) Marks are indicated against each question. OoF%
ﬁé?‘l :

() af e e E |

(i) STch W9 % ek I&eh TTH T 71T ¥ |

1. Match the following columns and write your answers in the answer-book : “ax6=3
A B
(a)  Open office.org Writer (i)  Laser Printer
(b)  Printer for publishing industry (ii)  Small image of each slide
(c)  Slide sorter view (iii) Displays a list of documents used by
the current user
(d)  List Autofill (iv)  Word Processing Software
(e) My Documents (v)  To get online help
()  Support Tab (vi)  Automatically extends cell formatting
=1 g e, 37t 3T 319t STr-gfeden § faRaw :
A B

(a)  3YA SATRH.org TER (i) R e
(b)  YhEH ITM H T BH (i) T TATSE hl BT 3HS

el fiiex
(c) TATEE | (iii)  FAHH IS GRT SR B TSl GEararsi <hl Fht
TEfId TR |
(d) foree aridiftrat (iv) o€ TafE giweam
(e) WIS SieRyyeH (V) SAHATS ged I i 8]
(H UL (vi) BT BT HTSHAfTH I H M a@@T R |
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2. Write in your answer-book, True/False for the following statements : %hx6=3

(a) The indexing service provided by the search maintains an index of all files on

your computer.
(b) Windows does not allow you to add new hardware component.
(c) We can save a presentation as a webpage.
(d) “Utilities’ is an example for system software.
(e) In Excel workbook, we can add worksheets.

(f) The program written by the programmer in high level language is called object

program.

11 e o foTu 319t STR-gfedent § w8l /TTerd fafae

(a) T G JEH hl ST aTeht SR FaT 31aeh et T feya aeft wiscl o gee
T T B |

(b) TSIt 3TTUeh! T BTETR HHHE Vg A ht Fufd T8 <ar & |

(c) &9 Terelt oft ISEIM 1 9 U o €9 H T HL Tehd & |

(d) Tiren GitesRr 1 T Sgaw Flefada’ 2 |

(¢) VT Teheeh H g Teh3fied ST Tehd & |

() TR gRI B oigd ofdel (I Tg ) H fon e g sifedee s
HEATI B |

3. Define the following : 1x4=4
(a) Software
(b) Elements of formula in Excel Spreadsheet
(c) Title Slide
(d) Windows Explorer
e =1 ity <hife
(a) WTFRTI
(b) U TIesfic H BT % TelHieq
(c) <13 &ATsS

(d) I T
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4.  Write short notes on the following :

(a) Rename an existing folder
(b) Hiding slides in PowerPoint
(c) Font face in Microsoft Word
(d) Optical scanner

1 o wfegeq feafora fafm -

(a) UEA W T Blee bl {91 HET
(b) UTadTse H TATSS! ol foumT
(c) HISHIHTTE I8 H BT B

(d) IMfeshal Tt

5. Differentiate between the following :

(a) Main Document and Data Source in Mailmerge.
(b)  Autofill and List Autofill in Excel

1 o o= R wrE T

(a) HAHS § B SR 37N ST 9’

(b)

Ve H 3TAIhel 3R foree 3tiaifthe

6.  Answer the following questions :

(a) Write any two ways by which you will be able to move between slides.
(b)  Write the steps to Autofit rows in Spreadsheet.

(c)  Write the steps to copy text in Microsoft Word.

(d)  Write the steps to highlight text in Microsoft Word.

(e)  Write the steps to rename a Worksheet in Excel Spreadsheet.

= EITvﬁ & IH ?ﬂﬁm :

(a)
(b)
(©)
(d)
(e)

64/0S/2/229-C

15 ol dloh ferfae fmeh grr 31 wirsel & off= qa s a |

wiesfie o Y(ATET) i HieIthe Hid & L fafgu |
HISShIHTHR I8 H SR ohl hid] i o T fefan |

HISShIHTHR I8 H SR BISATSe ohid o &y fafigu |
T S § gehefie ol {m i o ©w fefau |

Unnati Eélucationég‘;‘@ﬁ

2x4=8§

2x2=4

2x5=10

[Contd...

9899436384, 9654279279



7. Answer the following :

2x2=4

(a) Write the key combinations which you will press to do the following actions in
a Word document :

(i)  To make the text italic
(i) To get the help menu
(iii) To go to the end of the line

(iv) To open a file

(b) A paragraph containing text in Microsoft Word is written in font size 12 and the
text is highlighted in blue colour. Write the steps to make the text in font size 14

and text highlighted in yellow colour.

T 1 T e

(a) U IS SioRpHe § f St ol ot & ToTe fobd <t (Key) hifEsHI=H <l gamam ST

1teu ?

(i) L I 3IfeAh TH
(i) &ed H=Y I ITH B
(iii) TS 37 § Tgad

(iv) T3 Sl @iet

(b) TISHITTR I8 SIRIHC H Tsh IUTH 1 TR 12 Hive TTeS 3TN et 1 & formn

2 | 3H QAT hI 14 B0 91591 3N A T H geo & & fefian |

8.  Answer the following :

2x2=4

(a) The following table shows the marks scored by a student in 5 subjects (English,
Hindi, Science, Maths and SST). Write the steps for creating a line chart with

the below given data to understand his performance in visual form.
The chart should have Title as “Performance Analysis”.
X axis should show “Subject”.

Y axis should show “Score”.

Subjects Marks
English 55
Hindi 65
Science 85
Maths 60
SST 92

64/0S/2/229-C

Unnati E(6:Iucation§w§‘;‘@ﬁ

9899436384, 9654279279



(b) The following table shows the rainfall recorded in five states during Oct. 2020.
Based on this data write function or formulas to find the following :

A B
1 | States Rainfall i
(in mm) CIE
2 | Maharashtra 750
3 | Tamil Nadu 525
4 | Kerala 800
5 | Punjab 400
6 | Delhi 500
7 | Total
8 | Highest
9 | Average
10 | Minimum

(i)  Total rainfall of all 5 states in cell B7.
(i) Maximum rainfall in cell BS.
(iil) Average rainfall in cell B9.

(iv) Minimum rainfall in cell B10.

ﬁﬂ%?ﬁi’{?ﬁm:

(a) To=1 eae o ush B g ure fasan (3nh, faw, fomm, wifora o wa wa & 8w
37ehT <1 TN TRIT 3 | 38 STMYR HHA §U, ThH-H 1 g9 €9 ¥ g0 & fole e
AT 1E 1m0 i o W ferfaw |

=1E 1 215 “ThIHE UATTTR” 81 =Ry |

X Ufered i “femr 3R Y U@ st “37e am i |

fere 3R
3TUSH 55
& 65
forstm 85
Tfurg 60
TE ™ 92
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(b) T 3s@ H a9 2020 % TERER TEH T Ui TsA1 H g3 991 I S fohat T 81
T AT R | 39 BT 3 SMUR T T 6 701 6t o fofT wier = waerd ford

A B

1 |3 TuT <hl "
(foreft i)

2 | mERTy 750

3 | dfterTg 525

4 | @ 800

5 | oo 400

6 | feeeht 500

7|3

8 | Aferham

9 | 3wd

10 | =g

(i) o B7 HUreE Ui i Het a9t 61 97 |
(i) ot B8 T 3Afersha ot shl 7T |

(iii) ¥t B9 T 371Ed 31 WSt 991 bl HTT |
(iv) & B10 § =fad s <l H7AT |
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