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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.
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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

Fretferfiam # et 2o # 9f # -

(a) language is understood directly by the computer.
I HER R HIE GHE 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 ® foed ke, Tmem, o = 7ot wive 2 )

(d) An example of input device is which takes voice as input.
TYe fearsd &1 T STV § i1 STETS %1 394 i & ol |

(e) function returns the arithmetic mean of the given numbers or arguments.
e fou T el = sfde o TRedfed W aTae e T

6 A is an Excel file which can hold many worksheets.

_ Uw U TRd § e % aedie @it S Wkl B |
(g) Assembly language uses symbolic codes called .
UTSAT oiTarst fodifelsh hig 1 TA Fidt & o= Fed B

(h) Internet connectivity is possible using protocol.
YreIshieT Sl TANT Lk B See FAfRad Gvd Bidl ¢ |
(i)  Press CTRL+ to move the cursor to the end of the document.
T 1 SFHS o 3d H o S o felq CTRL+ ST =1fET |
(G) If you want to add a new text box to the slide, select insert — command

from the menu bar.

TIEE | Ueh 1 SR oo U & & oI o719 7= oIR ¥ Insert — FHHIS A |
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2.  State True or False : 12x10=5
w91 e fafe
(a) Standard QWERTY keyboard has generally 104 keys.
e FAE HEe H IR W 104 FHIS BNA ¢ |
(b) Word table can never be used as a data source for mail merge.
TS 71 o foTT 211 WY & €9 H g€ o 1 T Fwe off T2 R S weRat §

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

TS Tl Sheldl (e ST TH T2 ol TR T 1 1 il ¢ |

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

FHEOR Teh HFEaa YH € S ST ol HHR FHidl 2|
(e) ISP stands for Internet Service Provider.
ISP =1 U1 T&Y § 3etie Hfod et |
(f)  Top, Bottom, Left and Right are four types of margins which can be set for a page.

21, sfeH, W9, U< I IR YR ol AifeiH & 5= Teh IS 1 T fomen ran 21

(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 Tsh H&AT Bl © S Ueh ff¥era wifie # fort St € e =R wrT 2ia € &R geies o
1§ 255 & o= g Wi & 8 Tehdl §

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

FRAESE Ukl 1 fordt T Heem a1 W it ffvea smavgsarsti &t ufd e & o
farenfaa foram am © 1

(i) Tab stops are set at 2.5 inch intervals from the left margin.
o9 9 I o1 S 9 2.5 39 % A | He foman s g

(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 : Tiee B 1Y 37 <Nl ol T TST T A & fofe 310 9 HAS i 1SS hreiA shidl
ST =Ted § |
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3.  Define the following terms (any two) : 1x2=2
frefafiad weai o1 aRefia =t (@ [Y) ¢
(@) Domain Name System (DNS)
<A W foen (SieTew)
(b) Format Painter
HiHe G
(c) Speaker
TeRY

4.  Write short notes on the following : 2x5=10
Frefefed w Hfera feoof ford
(a) Compiler
hHIREY
(b) Windows Explorer

[ECIERICETIN
(c) Webpage

CEEE]
(d) Slide show view

REERIIC

(e) Insert rows in a worksheet

Jhee T U (AR ) THS hLAl

5.  Differentiate between the following : 2x5=10
FrefafEd o o= SFa T &1
(@) Average( ) function and MIN( ) function
Average( ) TR Td MIN( ) HeRM
(b) Title slide layout and Title only layout
TG TS NS T 25 3l A3Tse
(c) Line spacing and Paragraph spacing

(d) Web Server and Web Browser
EEISCIECIEEICIEE N
(e) Inkjet Printer and Dot Matrix Printer
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6.  Answer the following :

frefafigd o s e

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

Explain any two.

1+1+2

T TSt 1 2 HA TSl hid HHA i © A TG o STR[HE ST S &, 3k A for | feopeg!

T T U Y |

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

9 9 ¥ feu 7T ger % SR W feu U TeuyE 1 9 R |

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) E2=((A2-D2)+1-C2)+B2
(i) E3=(B3+D3—7)/(C3+A3)
(iv) EB4=(((A4—1)/C4)*D4)+B4
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This Question Paper consists of 6 questions and 5 printed pages.
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Roll N‘o. Coi;;; 62/ OSS/Z

TR

DATA ENTRY OPERATIONS (Theory)
BTeT et ATuerH ( fagia)

(3 36) Set/ e B

Day and Date of Examination
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2.

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-B on the Answer-Book.
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DATA ENTRY OPERATIONS (Theory)
ST WSt U ( faegia)

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

Fraer: |t u AT § iR T T & ek SHh | fou T E)

1.  Fill in the blanks of the following : 2x10=5
Fretferfiam # R T # 9f # -
(a) Scanner is an example of input device.
ThR T feay 1 TH I 7|
(b) Antivirus is a software.
LeiciRicie] TR T
(c) Table is an important feature of spreadsheet program which helps in data
analysis.

ot reviie YR 1 T HEweyul WeR ¥ S e faveryor § qeg e B
(d) CRT and LCD are types of

CRT 3R LCD % TR €|
(e) function returns the arithmetic mean of the given numbers or arguments.
TR fu MU el a1 sEe o ARedfew Wi amaw e §
() is a grid of rows and columns.
U () AR e (T) i Tk Tire (Ser) =i 21
(g) If you want to add a new text box to the slide, select insert — command
from the menu bar.
TAEE H Teh 91 SR Ao U A & T 319 ¥ 9IR ¥ Insert — FHHIE AT |
(h) Every page on the web has a unique address called .
39 F FooIT U ] T ST UgH Bl © o FEd T
(i) Assembly language uses symbolic codes called .
TSl oiTarst fodifelsh hig =l TAT Sidt & for= FEd T
(G)  Press CTRL+ to move the cursor to the end of the document.
T 1 SFHS o 3d H o S o felq CTRL+ ST AfET |
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2.  State True or False : 12x10=5
W A1 e sy
(a) Word table can never be used as a data source for mail merge.
T 7St & T erer 9 & w9 H o ot o1y et off T2 foRen < weRan 2
(b) Standard QWERTY keyboard has generally 104 keys.

WeE Fodl HiAS H SFAR T 104 IS Brdt ¢ |

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

FHHZN Teh GPEaR TUTH § i1 ST sl el &Hldl 2|

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

TS Tl Sheldl (e SIeT TF T2l ol R T 1 1 il ¢ |

(e) Geographic domains represents the country to which the domain belongs to.
TR S 39 <9 i il § fSaeh sfaria S o 8|

(f) Top, Bottom, Left and Right are four types of margins which can be set for a page.
20, dich, A%, T2 A IR YR i A § o= T 991 W T fohan <iar 7|

(g) SMTP stands for Simple Mail Transfer Protocol

N v

SMTP @l qUf &Y § fHIa 7e1 ZE® rerhid

(h) Tab stops are set at 2.5 inch intervals from the left margin.
<9 T 1 9 HTSH 9 2.5 $9 % el T He foma S 2 |

(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 : Tiee B 319 37 <l ol THE USE Tl LA & fol= 31T 797 HAST i sIEE HiaiA hidl
ST =TRd © |

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

FRAESE Ukl 1 fordt T Heem a1 weH it ffvead smavgsarsti &t ufd e & fore
farenfaa foram <am © 1
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3.  Define the following terms (any two) : 1x2=2
Frefefed ol bt it i (foredt 2):
(a) TCP/IP
TCP/IP (L&t /=M. t.)
(b) Copying Text

TR HIUT BT
(c) Speaker
TeRY
4.  Write short notes on the following : 2x5=10
e W Hfea foool fod
(a) Windows Explorer
[EEIEREEELSIN
(b) Compiler
hHIRE
(c) Slide show view
REERIIC
(d) Webpage
EEEE|
(e) Cell References
ESRECE
5.  Differentiate between the following : 2x5=10
= o o9 i = =L

(@) SUM() function and SUMIF( ) function
SUM( ) %R Te SUMIF( ) %eRM

(b) Line spacing and Paragraph spacing

(c) Title slide layout and Title only layout
TG WS I3TESE Wd Tgeat ATl defse

(d) Inkjet Printer and Dot Matrix Printer

()  Web Server and Web Browser
o HelX T el SSSR
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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.

1+1+2

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

T T U Y |

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

9 9 ¥ feu 7T ger % SR W feu U ReuyE 1 9 R |

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

iy E2=((A2—-D2)+1-C2)+B2
iiiy E3=(B3+D3—7)/(C3+A3)

iv) E4=(((A4—1)/C4)*D4)+ B4

-00o0-
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This Question Paper consists of 6 questions and 5 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. 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-C on the Answer-Book.
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DATA ENTRY OPERATIONS (Theory)
ST WSt U ( faegia)

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

Frder: et w AT § iR T T % e SHh 9 fou T E )

1.  Fill in the blanks of the following : Y2x10=5
frefafaa 5 Raa woml ot gfd =63
(@) ALU and CU of a computer system is jointly known as .
F foed % ALU 3R CU &I 99a &9 9 el STl B |
(b) devices are connected to the computer externally used to perform some

specific functions.

feamrsas 1 wree o o Wy a1 ¥ el 9 ¢ difek o ffved @ el o=

ek |
(c) allow you to represent data entered into the worksheet in a visual format.
3TMIeh] Sheie | UeX foRT 7T STl 1§99 (visual) ®9 H T &1 1AM <7 1
(d) MS SQL and ORACLE are examples of management system software.
MS SQL 3R ORACLE e fey Tieaa & 3
e A must begin with an equal to (=) sign.
Th THN /TR (=) Famg o w1 & g% 2 =nfeu
§3) feature helps to fill the cells with data which is in series or with the same

value of data.
TR Tod & TH ST H 9 H Heg Hiar © S a1 df WSt | 2 a1 T S e |

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

3 T § 8 SR faen R ZoR &t sawashdisti st o= 1 3fd g HH

& fere s T R
(h) By default page is named as index.htm.
Ethice 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.
AR H Teh F1 SR o Ug htd & fAT 319 5 IR ¥ Insert — FHHIE A |
()  Press CTRL+ to move the cursor to the end of the document.
L 1 SlFH o 3d § o S & fefg CTRL+ TSI ey |
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2.  State True or False : 12x10=5
T 1 e ferfa
(a) Compiler is a software program which compares the data.
FHHTZER Teh GFedzR G § S 12T ol iR il ¢ |
(b)  Control unit of computer is used to store data and instructions.

FHI H heldl J(e TRT T a8l 1 TR &I 1 HE Hl §

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

T WS o foIe 11 9 o &9 H 9 2o &1 Jar w4t off TE1 TR S wehan €1
(d) Standard QWERTY keyboard has generally 104 keys.

e FEl FHars # AN W 104 FHIS 2 2 |

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

FEAESS Jhd ol fhel T e a1 G & Mo staveswaed & 9fd s & fau
forrfaa foran S 1

(f)  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 © S Teh Ffyera wifie o fort St € e =R 9rT 2ia € &R gedes o
1§ 255 & o9 g o T 8 Tehdl §

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

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

(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 : Thice B 319 37 <l ol T TST T XA & fole 310 9 HAS i 1SS hreiA il
ST =TRd § |

(j)  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 fhan smar )
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3.  Define the following terms (Any two) : 1x2=2

Frefefed wrsal =1 aitsfd sifse (fredi <) -
(@) URL
(b) Moving Text
TR A HTT
(c) Speaker
TeRY
4.  Write short notes on the following : 2x5=10
e W Hfea foool fo
(a) Windows Explorer
[EEEREEELSIN
(b) Compiler
hHIRE

(c) Insert rows in a worksheet

eheite H U (Mg ) THE HLEl
(d) Steps to insert and delete a Text box in a slide.

TARS § TR dia 3796 Ua feaiie hid o &

() Webpage

EEEE|
5.  Differentiate between the following : 2x5=10
= o o9 i = =6
(@) Formula and Function
I T8 HheRM
(b) Line spacing and Paragraph spacing

(c) Title slide layout and Title only layout
TG TS NS T 52 3l A3Tse

(d) Inkjet Printer and Dot Matrix Printer

()  Web Server and Web Browser
EEISCIECIEEICIEE N
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6.  Answer the following : 8

fr=1 1 SR <ifS
(a) What is mail merge ? Name three types of documents created while doing mail merge.
Explain any two. 1+1+2
T TSt 1 2 HA TSl hid HHA i © A TG o STR[HE ST S &, 3k A forg | fopeg!
< 1 A0 B |
(b) Based on the following data given in the table, find the value of the given expressions.
el ot H fou Y S % AR WU Y THRHeE 1 A/ R | 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)*A1)-B1

iy E2=((A2—-D2)+1-C2)+B2
iiiy E3=(B3+D3—7)/(C3+A3)

iv) E4=(((A4—1)/C4)*D4)+ B4

-00o0-
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