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et : |l 99T e € o ude WeT & of 9my iU g ¥ |

1  Fill in the blanks : %x10=5
= o o @l @ gid sy

(a) The process of input, output, processing and storage is performed under

the supervision of unit of computer.
AR I

(b) The set of programs in ROM which are activated when a computer is

switched on and which activate different units of a computer are called

A H TR B ¥ T B I o X TihT BT & S S ek @ fafi
THEAT BT GRET BIAT R,  wHed@l ¢ |

(c) In Windows Explorer, a new folder is displayed with the default name

feie THRwRT ¥ T T4 Bies} i T F Y Yeiid 2ar T |
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(d) Deleted files or folders are stored in the Recyclebin till they are

removed from there.

feelie & TS wEd A1 Biest JaERdsT ¥ 99 96 GURd Ed € W9 96 3%
ER) T T fomn simar ®

(e) The facility in a word processor allows to print out multiple

pages on a single sheet of paper.

TH IS YEEl | giaen & @ TH e W w5 g1 @l e e
B AR T F
() The feature is spreadsheet helps to add the contents of a cluster

of adjacent cells.

Gssiie o glaen e 90 & T e &l [ 9] @ Sed # "7e8
B T |
(g) The tab in format cells dialog box helps to select the data type

of the cell is MS Excel.

TH TH URd o O & S 239 &l 999 i1 § HHe 9d & SEA gaq
g 39 UeE BT T |

(h) Slides can be easily ordered and sorted using view.

% YA B WSSl Bl Al § FaRId o s far o
gl & |

(i) The internet connection offers internet connectivity through the

use of digital phone lines instead of Analog.

TS B YN & SolT [BRed ®BF @81 & YA & Hqegw
T T BATFIST GG BT & |

() is a computer that stores web pages, it also accepts and serves

user’s requests.

U HYII & SN 99 USTl %l IR AT & R WY § U8 oIl % A
B WHR HAT § X ITB! T BT |
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2 State True or False : %XIO =5

& a0 Tod fetag

(a) The Arithmatic Logic Unit (ALU) of a computer system is known as
Central Processing Unit (CPU).

FRET faed & uRedles aee e (T Od g) &I dgd YRR gie
(@ 9 ) wer S T |

(b) An Optical Character Recognition (OCR) device is used to convert the

scanned image of a page into text that can be edited on the computer.

AT et RprIee (3 &1 ) foarsd &1 yan fhET Ut &l Whe & T8
TS Bl CHE § 9q b U fRAT ST ¥ PG UX Ufse fopam & Wb |

(c) When a program is run, an icon representing the programme appears on

the taskbar.

TS DI3 WU Tl SIal & TRBAT U TUTH T G i Tl Mg
foams ar ¥ |

(d) My Documents option in the start menu displays a list of recently used

documents by the current user.

®IE A ¥ A1 STeRpied fqeheq IomM ot g &1 &1 ® YT fohy T St
& g fe@mar & |

(e) Hanging Indent, indents all lines of a paragraph except the first line.
(f) In MS Excel, data can be sorted by colour and upto 5 levels.

TH U9 Ud § 327 ] T & YR UX 81K 5 dad a die fha1 W1 9ehal & |
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(g) Comma[0] sets the number format to comma style that rounds to a whole

number i.e. without any decimal place.

HET [0], G & HIES B BT TEA H T BT & Sl {47 Bl S9mmera =t
% U HEAT T § |
(h) Section Header Option in slide layout is useful for making a major section

within the presentation.

WES o ofee # YoM 23X faeed Usiee & HiaX W@ d&eM s & fag
ST |

(i) In ISDN, user cannot make and receive telephone calls while connected

to the Internet.

M. TAELTA. ¥ gol 3 § Hiae B & QA CAIBM Bid Toi BT qedl
T ot 1 & fepelt & B SoT kel T |

(j) Telnet is a network protocol used to transfer files on the Internet or local

area network (LAN) connections.

SN T H2adh WIS & e T 32 a1 e uian sead (LAN)
¥ GrEEl Bl ARG HW 6 U fear S ¥

3 Define the following terms : (any two) 1x2=2
freafaiaa o=l @l afeaia ST @ (@1 )
(a) Flat Bed Plotters
T 98 @eX

(b) Auto Correct Feature in MS Word
TH U9 a8 H e Hide WA

(c) Chart sheet in MS Excel

T U9 e § 9 e
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4  Write short notes on the following : 2x5=10

e o dfera feafrar fafeg -

(a) Windows Explorer
e Tew

(b) Benefits of Mailmerge (Any two)
AAHS & @ (Blg &)

(c) Spell check in presentation
IS | WA I

(d) Steps of adding page numbers to a document at the bottom of each page
T STRJHE % Y% U & Ad US dE femm % v |

(e) Steps for copying various format styles using Format Printer in MS Excel.
T T TARd | B T @1 WA wid gu i B wiEdl @ Hidl s
% WA |

5  Differentiate between the following : 2x5=10
1 & d= oidt We S ¢
(a) Machine language and Assembly language.

AN 9T 3R UHEA! 9T
(b) DSL and ISDN

. UE.UA. AT 3. T3,

(¢) Slide Sorter view and Slide Show view
wES WieX =g Td wES o o |

(d) Work Book and Worksheet
I% % Td q% AT

(¢) Headers and Footers

b e g
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6  Answer the following : 4x2=8
=1 &1 IR QA

(a) Based on the given text answer the following questions :

fu T TRE & oMY WX T goAl &1 SR Qg

List of fruits and vegetables :
®  Fruits / &
o Apple/ &9
o Banana / &an
o Kiwi / fedr
o Mango / 3™
®  Vegetables / gfssrat
o Potato /
o Carrot / TeX
o Cauliflower / Ba s
o Cabbage /s

(i) Name the types of list in the above text. 1
IR <hee H & T8 foie &1 yaR saRy |

(i1)) Name the keyboard shortcut to activate the spelling and grammar 1
checker.

QAT 3R TR IhT BT Tlhd B & T Bl 912 9Mhe &1 M a1 |

(iii)) Write the steps to change dots to numbers from 1-4 in front 1
of the vegetables names.

afssrat & M % qEA @ Ege B 1-4 I B dEnel ¥ 95 & w9
fafan |

(iv) What is the utility of using Bulleted list and Number list ? 1
gaes fae ot et fae TR & &1 SudiRa &1 & 7
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(b) Answer the following questions on the basis of the spreadsheet given below :

T & T Gesfie % emar W e et & SR difwe

A B C D E
| Item PI‘lCC. No. of units Total cost
Name per unit | purchased
2 Pen 10 5 -
3 Copy 20 10 -
4 Scale 10 2 -
5 Pencil 5 15 -
6 School bag 500 1
7 Pencil Box 50 1 -
8
9 Total
Amount
(i) In cell D2, write a formula to calculate the total cost of pens. 1
¥d D2 § U9 & FA B T & a0 wiger fafag |
(i1)) Write steps to copy the formula present in cell D2 to the cells 1
D3 to D7.
¥d D2 ® HeE Wi & q@ D3 § D7 a% B w3 b ®U ey |
(ii1) In cell D9, write a formula to calculate the total amount to be 1

paid for all items.

Td D9 # @ omgedl & [T $A HMd &1 AN T & BT Way |

(iv) In cell B9, write a formula to find out the maximum price per unit. 1

& B9 & ufy gt efrbad e W % R wier e |
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DATA ENTRY OPERATIONS
(Theory)
TMET ULl ST
\iSEAR))
(336)

Time : 2 Hours] [Maximum Marks : 40
qug ;2 g0] [quiies : 40
Note : All questions are compulsory and carry marks as indicated against each.

et : |l 99T e € o ude WeT & of 9my iU g ¥ |

1  Fill in the blanks for the following : %XIO =5

1 & e @t &t gfd sifg

(a) Deleted files or folders are stored in the Recyclebin till they are

removed from there.

feelic o TS wEd A1 Bivst AR ¥ 99 dh SURd (ed € 99 db 9%
ERk) T T femn wimar

(b) Device which are connected to the computer externally are called

devices.
J IUHT S FHFILI b T I T Y TS B &, SUHT HEAT & |
(c) Slides can be easily ordered and sorted using view.

g YA B WSSl Bl Al § HARId o wHes fear S
ghal & |
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(d) The process of input, output, processing and storage is performed under

the supervision of unit of computer.
7 @ S E
(e) The tab in format cells dialog box helps to select the data type

of the cell is MS Excel.

TH U9 U § 9 & $27 <39 &1 999 B § BHS I &l SEAr Sa9 o
fRera 39 9gg BT T |

() is a computer that stores web pages, it also accepts and serves

user’s requests.

_ U% I ¢ Ol A9 USli %l I BT § S i & 98 oIl & oY
@ WA HIAT & AR SHB I BT & |

(g) In Windows Explorer, a new folder is displayed with the default name

f=iel T ¥ Ush -1 Wies] i T & Y Weiid 2ar & |

(h) The facility in a word processor allows to print out multiple
pages on a single sheet of paper.

Th I8 WHEX o GITar B B Th 9T T B3 gl bl e B
& AT Tl 5

(1) The standard protocol used for sending internet e-mail is called

3T 3-HA Ao & (0Q 9AN fhT ST AT 9 AIeiid bl HE
SIS
(G) The feature is spreadsheet helps to add the contents of a cluster

of adjacent cells.

Tsefe o gaen M 9@ & T e &I a9 a5g & WeT # A58
H T |
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2 State True or False : %XIO =5
el A1 TAd §asy

(a) Telnet is a network protocol used to transfer files on the Internet or local

area network (LAN) connections.

TEE Teh A2dh WIEIhid & [TEedT TAN 32 a1 dibe Trean wead (LAN)
¥ HIEHl bl WHART HT & [T fhar Sar & |

(b) In ISDN, user cannot make and receive telephone calls while connected

to the Internet.
S TH.3LTA. § goiX I & HIae B o QI AR BId T8l BT Fehal
T ofr = & fordll & B IS Fehal T |

(c) When files or folders are deleted from hard disk, windows places
them in the Recycle Bin.

S HIEA! AT Hies Bl eelewh § 81 o W §, a1 e o=
| fo9 o T@ar |

(d) Comma[0] sets the number format to comma style that rounds to a whole

number i.e. without any decimal place.

BT [0], 9T & B B HET LR ¥ 92 Bl ¢ ol S0 fhdl s9ead W
% gl HE& B § |

(e) The Arithmatic Logic Unit (ALU) of a computer system is known as
Central Processing Unit (CPU).

FREY faen & uRedleed dtae e (T Od g) & dgd YRR gie
(& 91 g) wer S

() An Optical Character Recognition (OCR) device is used to convert the

scanned image of a page into text that can be edited on the computer.

HRed Hiae N (3 & o) fearmy &1 v 5l 95 & @ a8
TS B THE § Iq b U FRAT STAT ¥ PG UX Ufee foRam & W |
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(g) My Documents option in the start menu displays a list of recently used

documents by the current user.

W A=Y | W15 SiegHed faeed I g &1 BT &1 § AT fhu T stegee
& g fe@mr |

(h) You can duplicate a slide in power point by pressing CTRL+SHIFT+D
Keyboard short cut.

3 CTRLA+SHIFT+D %iaE $Meehe IamehT Irax Uize ¥ WSS &l SYraache BT
qad § |

(1) Hanging Indent, indents all lines of a paragraph except the first line.
() In MS Excel, data can be sorted by colour and upto 5 levels.

TR T UgEd H 37 @l T & YR UX 87X 5 dad ad dic fhdl W1 9ehal © |

3 Define the following terms : (any two) 1x2=2
frefaiaa o<l @l aftarita i @ (@1 )
(a) Software
BIETERE
(b) Chart sheet in MS Excel

T U9 e | 9 e

(c) Auto Correct Feature in MS Word
Tq Ug 98 § 3 hide HET
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4  Write short notes for the following : 2x5=10
= o dfaa feafmr fafeg

(a) Spell check in presentation

ISy § WA 9%
(b) Merge document in Mailmerge.
Aot ok & ot ghagie
(c) Windows Explorer
[EEIERCEELI
(d) Protecting a document from Accessing by other users.
3 FoT &l TAY Ul b Y STAgHE &l FRaId BT |

(e) Steps for copying various format styles using Format Printer in MS Excel.
T TH U § BiHS WX @ TR B U fafi=T BT ©Igadl ol Hidl BT
% WA |

5  Differentiate between the following : 2x5=10
e & " sfdt W Sy
(a) Operating system and Ultilities
st frew o afefrdw
(b) Slide Sorter view and Slide Show view
wES WL = T w@ige ol o |
(c) DSL and ISDN
.U TA. T oS UH. ST,
(d) Work Book and Worksheet
I geb Td b 92
(e) Headers and Footers
w=d T ped
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6  Answer the following : 4x2=8
= @1 ST A
(a) Based on the given text answer the following questions :

fiu T TR & SR WX = g9l @1 SOX i ¢

List of fruits and vegetables :
W T dlesal w gal
®  Fruits / &
o Apple/®g
o Banana / &l
o Kiwi / f&dr
o Mango / 3|
®  Vegetables / gfssrat
o Potato /e
o Carrot / sIY
o Cauliflower / %@ T+
o Cabbage /&

(i) Name the types of list in the above text. 1
I T ® & T3 foe @1 Y §diRu |

(i) Name the keyboard shortcut to activate the spelling and grammar 1

checker.
QAT ST YT BT Bl Wiohd BT b [T B TS b B A9 qa13Q |
(iii)) Write the steps to convert the given list to upper case. 1
M A B AW B H gEO & ©F e |
(iv) What is the utility of using Bulleted list and Number list ? 1

gaes fae ofit et fae WaRT & &1 SudiR &1 & 7
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(b) Answer the following questions on the basis of the spreadsheet given below :

T & TE Wi & emar W el @1 IR 4 ¢

A B C D E
| Item PI‘ICC. No. of units Total cost
Name per unit | purchased
2 Pen 10 5 -
3 Copy 20 10 -
4 Scale 10 2 -
5 Pencil 5 15 -
6 School bag 500 1
7 Pencil Box 50 1 -
8
9 Total
Amount
(i) In cell D2, write a formula to calculate the total cost of pens. 1
¥d D2 § U9 %1 $A dMd S % (a0 BT fdrag |
(1)) Write steps to copy the formula present in cell D2 to the cells 1
D3 to D7.
¥d D2 # A ®iHen & &9 D3 § D7 9% Hd & & w9 fafag |
(ii1) In cell D9, write a formula to calculate the total amount to be 1

paid for all items.
Td D9 # 9 omgedl & [T $A HMA &1 AN T B BT Wy |

(iv) In cell B9, write a formula to find out the maximum price per unit. 1

¥d B9 # ufd gire sifteeam g w9 & fog wifan faRae |
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DATA ENTRY OPERATIONS
(Theory)
TET TSl AT
\iSEAR))
(336)

Time : 2 Hours] [Maximum Marks : 40
qug ;2 g0] [quiies : 40
Note : All questions are compulsory and carry marks as indicated against each.

et : |l 99T e € o ude WeT & of 9my iU g ¥ |

1  Fill in the blanks of the following : %XIO =5

freafaiaa Rea et & gid i

(a) Deleted files or folders are stored in the Recyclebin till they are

removed from there.

feelie & TS wEd A1 Biest JqRERdST ¥ 99 dh GURd Ed € W9 96 3%
ER &7 el T s ¥

(b) The set of programs in ROM which are activated when a computer is

switched on and which activate different units of a computer are called

A o TRITHT B G2 S HFYET A T X Ak BT & ST S HFEL Bl [T
THEAl BT GRET BIATE,  hed@l © |

(c) Slides can be easily ordered and sorted using view.

% YA B WSSl Bl Al § FARId S wHSs far S
ghal & |
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(d) The internet connection offers internet connectivity through the

use of digital phone lines instead of Analog.

$ITE B U & Sl fSiied ®iF @Al & TIT & Aredq
Y T BRI YN BT & |
(e) The horizontal like (like a short underline) at the end of the document in
MS Word is called

T U9 IS SiegHe & ofd W Rud BRI | afast @ @l HET STl
T

() is a computer that stores web pages, it also accepts and serves

user’s requests.

TS HvI & SN 99 USl %l IR AT & 3 WY § U8 oIl % A
B WHR HAT § X ITB! T BT |

(2) Toolbar will help you to draw a number of geometrical

shapes, arrows, flowchart elements, stars etc.

3fE &l S ¥ #eg il ¢ |

(h) The process of input, output, processing and storage is performed under

the supervision of unit of computer.
7 @ S E

(1) In Windows Explorer, a new folder is displayed with the default name

fEe THwRY ¥ U T4 wies} hice A9 & Y YT BT & |

(G) The feature is spreadsheet helps to add the contents of a cluster

of adjacent cells.

gselie o giaar ey §@ & 98 @l v axg &l ST ¥ "19g
H T |
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2 State True or False : %XIO =5
el a1 Taq faRag

(a) An Optical Character Recognition (OCR) device is used to convert the

scanned image of a page into text that can be edited on the computer.

aifted higeX e (3 W oTR) feasd &1 yam fher U9 &1 ©h &l T8
TS H] ThE W 9qed & U foRar Smar § e W ufse fRam o 9 |

(b) In ISDN, user cannot make and receive telephone calls while connected

to the Internet.

. TH.3LTA. § goiX I & HIae B o QI <AlBIM BId &l BT Fehdl
T o 1 & el & @i ToT Fahal |

(c) In Windows Explorer, file or folder can be renamed by right clicking on
it and then clicking rename.

e TR o Ush BIEd a1 HIesT bl 39 9T W3S foieh ieh X e o=y
R forTes X ITHT A9 ST AT Febal & |

(d) Comma[0] sets the number format to comma style that rounds to a whole

number i.e. without any decimal place.

BT [0], 9T & B B HET LR ¥ < BIar & o S fpdl symad @
% U HE& B 8 |

(e) The Arithmatic Logic Unit (ALU) of a computer system is known as
Central Processing Unit (CPU).

Y faen & uiedfes d@ifvie gie (T Ta ) & dgd TERET gie
(@ 9 g) w1 T |

(f) Telnet is a network protocol used to transfer files on the Internet or local

area network (LAN) connections.

S Tdh H2adh Wb & e T 32 a1 e uian sead (LAN)
¥ GrEel Bl WG & % fag fear S ¥
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(g) My Documents option in the start menu displays a list of recently used

documents by the current user.

WE A=Y | W15 SiogHed faeed I gl &1 BT &1 ¥ YA fhy T stegee
& g fe@mr & |

(h) Two content option in slide layout is useful for doing Pro and Con lists.

WSS W e # a1 hee famhed oTge o Ufagpd Fal a1 & fag IwIrt 5 |
(i) Hanging Indent, indents all lines of a paragraph except the first line.
(G) In MS Excel, data can be sorted by colour and upto 5 levels.

TH U9 Uod H 327 &l 37T & YR X 8fX 5 dad o die a1 o dhal ¢ |

3 Define the following terms : (any two) 1x2=2
Frefareaa sT&l &1 aReATa HiY (B )
(a) Chart sheet in MS Excel

TH U9 e | 9 o

(b) Rulers in MS Word.
T @ A w
(c) Flat Bed Plotters

TS 98 TIeX
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4  Write short notes for the following : 2x5=10

e o dfera feafrar fafeg -

(a) Benefits of Mailmerge (Any two)
HAHS & @ (D15 &)

(b) Windows Explorer
e Tew

(¢) Reordering slides in Presentation.
U9 H WEsl & e ¥ =aiya & |

(d) Auto format feature.
3T HIHE T

(e) Steps for copying various format styles using Format Printer in MS Excel.
T T TARd | B T @1 WA wid gu i B wiEdl @ Hidl s
% WA |

5  Differentiate between the following : 2x5=10
=1 & d= ofdt We Sy ¢
(a) Slide Sorter view and Slide Show view
wES WieX g e WS o o |
(b) Website and webpage
99 WEE ST A9 UN
(c) Machine language and Assembly language.
AN 9T 3R TEEA! 9T
(d) Work Book and Worksheet
T Ib T qb S

(¢) Headers and Footers
eed Ud gl
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6  Answer the following : 4x2=8
=1 &1 IR AN
(a) Based on the given text answer the following questions :

fiu U ToRe & omyR W W9l @1 IaY dfT

List of fruits and vegetables :

wd Ud dlesEl ol g
®  Fruits/ ®d
o Apple/®g
o Banana / %
o Kiwi/ feeat

o Mango / 3H
®  Vegetables / gfssat
o Potato /e
o Carrot / sY
o Cauliflower / %@ M+
o Cabbage /&

(i) Name the types of list in the above text. 1
I <hee B & T foie @1y SaRy |

(i1)) Name the keyboard shortcut to activate the spelling and grammar 1
checker.

WA 3T AR AhT Bl TihT BT & [T Bl SIS INhe &1 19 IqET |

(iii)) Name the keyboard shortcut used to make the list bold and then 1
underline only the headings.

N TE Gl Bl i B b [T 3R Faa 2 & siex aET B B BIES
Mehe FART |

(iv) What is the utility of using Bulleted list and Number list ? 1
gues fae ofit et fae TR & & SudiR &1 & 7
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(b) Answer the following questions on the basis of the spreadsheet given below :

T § TE Wi % emar W sl &1 I 4

A B C D E

Item Price No. of units
1 . Total cost

Name per unit | purchased
2 Pen 10 5 -
3 Copy 20 10 -
4 Scale 10 2 -
5 Pencil 5 15 -
6 School bag 500 1
7 Pencil Box 50 1 -
8
9 Total

Amount
(i) In cell D2, write a formula to calculate the total cost of pens. 1

¥ D2 # U9 B HA HHd T & fqC Bi@r faRag |

(i1)) Write steps to copy the formula present in cell D2 to the cells 1
D3 to D7.

¥d D2 ® HIE Wi & q@ D3 § D7 a% & w7 & ©U fafay |

(ii1) In cell D9, write a formula to calculate the total amount to be 1

paid for all items.

¥d D9 ¥ |1 oMzl % U P B B AR A BT B@l @y |

(iv) In cell B9, write a formula to find out the maximum price per unit. 1

¥ B9 # wfq gfre sifusan g wee % foe wien fafag |
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