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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 In case of any doubt or confusion in the question paper, the English Version will prevail.

Write your Question Paper Code No. 68/0S/2, Set - on the Answer-Book.

8 (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, 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 questions will be yours only.
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Note :
(i)  This question paper consists of 25 questions in all.
(ii))  All questions are compulsory.
(iii)) Marks are given against each question.
(iv)  Section — A consists of :
(@) Q. No. 1 to 7 - Multiple Choice Questions carrying 1 mark each.
(b) Q. No. 8to 17 - Objective type questions. Q. No. 8 to 10 carrying 2 marks each (with
2 sub-parts of 1 mark each) and Q. No. 11 to 17 carrying 1 mark each.
(v)  Section — B consists of :
(@) Q. No. 18 to 22 - Very Short Answer type questions carrying 2 marks each to be
answered in the range of 30 to 50 words.
(b)  Q.No. 23 and 24 - Short Answer type questions carrying 3 marks each to be answered
in the range of 50 to 80 words.

(c) Q. No. 25 - Long Answer type question carrying 4 marks to be answered in the range
of 80 to 120 words.
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SECTION - A

gos —

1  Select the odd one out option: 1

(A) compress (zip) files software

(B) anti-virus software

(C) join files software

(D) Windows software

CEISCCIC G ICOE NG TS

(A) ®o@ (Fw) wEd dweday

(B) €& IRRE AW

(C) gt W HiFedaR

(D) T |iweaaR
2 Which tab allows you to create charts and graphs in MS Excel? 1
(A) Insert (B) Formulas
(C) Data (D) View
B |1 2T B! TH TH THA 9 9GIC S WH a9 DI STJAd <l & 7
(A) 3= (B) widen
© ¥ D) =
3  You can create columns of text using the ~~ key. 1
(A) SHIFT (B) TAB
(C) ENTER (D) CTRL
T _ I %l SUANT &k <R &b HAH I Gahd ¢ |
(A) foree (B) ¥
(C) T (D) bw
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4 The toolbar in MS Excel, can be used to bold, italicize and 1
underline the cell entries.

(A) Formatting (B) Standard
(C) Drawing (D) Review
TI U@ URA & TAER H SUERT A T B dies, geiaed ot Y@ifhd
HT o [0 fohan ST Hehal B
(A) wH{ET (B) wsd
(C) 3w D) frg
5 In Excel, which tab allows you to change the orientation of the text? 1
(A) Home (B) Page Layout
(C) Font (D) Insert

TR H, B A1 S AU TRE HT SANGLIH Fqa Dl STFART aal & 7

(A) &= (B) U9 warse
(C) ®= (D) =
6  Which view is used to preview your presentation? 1
(A) Outline (B) Normal
(C) Slide Show (D) Slide Sorter

MI! Ysice™ &l ey <@ & fag fpe =g &1 S fopar S & 7

(A) SrSTerET (B)
(C) wmEe i (D) EE |
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7  Formula in MS Excel starts with the sign. 1

T TR A wHar _ fae 9 g® ' )
A) @ B) #
(€ * D) =
8 In the questions given below, there are two statements marked as 2

Assertion (A) and Reason (R). Choose the correct option out of the choices
given below in each question:

T R o get A, sfwwe (A) oiR FRw (R) & &9 ¥ eifed &1 ®u RRu
T ¥ Ue e H W fiu M fyeedt § @ @@ fawew @ @ div

(i) Assertion (A): In MS Word, the "Bold" formatting option is used to
make text appear larger.

Reason (R): Bold formatting is primarily used to emphasize or make
text stand out by making it darker and thicker, but it does not affect
the size of the text.

(A) Both A and R are true and R is the correct explanation of A.
(B) Both A and R are true but R is NOT the correct explanation of A.
(C) A is true but R is false.

(D) A is false but R is true.

(E) Both A and R are false.

AFH (A): TH TH I ¥, ‘9ice’ WA fqhed B SUEN RS Bl ST
fram % fag fear s 1

F (R): SIS WA &1 SUART &7 &0 ¥ TR Bl T8 X AT T
I T TR I A1 Y o fe@™ & fow fopan wiman %, «fhw 9@ o &
AT B FHIfId &l B &

(A) A 3R R 3 g & X R, A &1 98l W 8l

(B) A 3R R 3l g € @feT R, A &1 T& WEhew =&l &)
(C) A 9« ¢ dfed R s g1

(D) A @& § Wbt R 93 B

(E) A 3iX R i e ¥
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(i1)) Assertion (A): Headers and footers are important elements for professional
document formatting.

Reason (R): Including headers and footers adds a professional touch
to a document, providing essential information like page numbers, titles
and author names appear consistently across all pages.

(A) Both A and R are true and R is the correct explanation of A.
(B) Both A and R are true but R is NOT the correct explanation of A.
(C) A is true but R is false.

(D) A is false but R is true.

(E) Both A and R are false.

APFA (A): STaEIRI® STagie BT & g 2T o PeX weayul ad |
FR (R): ST 3R HeX e & § Siagde # Uh U9 @Wel S8 e
T, T 9 guf oY gs ge, sfive ofik wew b AW SiEl STasdd Sl
T 99 Iqeey & Sl Bl

(A) A 3T R 3 ¥ € &R R, A & ¥l WEG 3|

(B) A @R R 3l g & «feT R, A &1 T&1 WEbw =@l &)
(C) A 93 ¥ @fed R 3@ Bl

(D) A 3T T WfbT R 9 %I

(E) A 3iX R i o ¥

9 State True or False: 2

(a) It is not possible to change the page orientation (portrait to landscape)
after creating content in the Word document.

(b) Zoom sub task is present in the view sub menu on main bar.

TEN AT T a5

(a) o <hapie & dde SR % 919 U6 SIRURI (T3 ¥ dewh) H1 9aw G
TE ¥

(b) W HY TR AT X W F G A H HiSE T
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10  Fill in the blanks: 2
(a) Shortcut key for copy is
(b) Shortcut key for going to the beginning of the document is

eSS EE
(a) & & T oewe &1 F)
(b) SiagHe & oY ® WM & foQ siicame @l T

11  How can you apply formatting to multiple selections of text using the Format 1
Painter?
(A) Single-click the Format Painter button
(B) Double-click the Format Painter button
(C) Right-click the Format Painter button
(D) Hold the Ctrl key and click the Format Painter button
MY B YT & SHAN &k RS & THIGD aa+l UX BEET Bd @ HT
Hehdl & 7
(A) Wi e g WX Riva—feraa &Y
(B) WiHe Y g7 UX SqA-ferTh Y
(C) wHe Yex g WX ge—Trd &Y
(D) Ctrl il 3OT W@ X WA UeX g9 W forad B¢

12 types of monitors use a large vacuum tube. 1

Y &% AT Uh SS! Jdagd Sd B STarT HId & |

13  When you copy or cut text, the text is stored in an area of memory 1
called

T MY TR T BT IAT B B &, dl <oRe HH & Th & & WX & 9ar & o
HET AT & |
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14 Ravi needs to create a budget plan for his upcoming vacation and wants 1
to track expenses, manage receipts, and analyze costs over several months.

Which Office application would you recommend Ravi to use for this task?

Tf T TaeT ST Bfsal & T ate dietr a9 @7 siagaehdr € ofR 9% %8 weMl
¥ Eat Bl I BT, TWIE A4S BT X ANl BT [I9e9er ST aredr & | 8y g
%l 3 B b [T DI G T TRABIH STANT &L Dl ToA® <7 7

15 Hold down the key on the keyboard while using the arrow buttons 1
to highlight the text in MS Word.

TR TG 98 § TR ] BISAEE hid & [T T 921 Bl SYANT hid I DIES UL
B TET G |

16 Rajat wants to calculate the sum of the cells from A10 to A20. He used 1
the following formula: =SUM(A10, A20). This formula is giving him an

error. Please provide the correct formula for him.

wia A10 & A20 T % & &1 arT Mepre aredr &1 389 F= e &1 35
foram: =SUM(A10, A20) I% wrar S8 JfE (error) T @ &1 HUAT I8H 0T G

BT T&H L

17 key deletes the text to the left of the cursor. 1

Bl HYT b IEAT X & RS &l fSeild Bl 81
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SECTION - B

ug — 9

18 Write in brief about Dot Matrix printer. 2
sfe Afeam ey & I & dev o fod |
OR / 3t

What are speakers? How are they different from microphones?

WhT FT 27 F AEhIBH 9 fhg g = &7

19 Explain the purpose of Slide sorter view in MS Power Point. 2

TH T UER WiEE ¥ WSS ek o bl 3299 gHEY |

20 Explain the purpose of merge document in Mail Merge. 2
ue 7ol H AN SlRgHE bl 329 Sy
21 What are utility software? Explain with examples. 2

gieferd! diweday w1 ¢ ? Samev aied Swssd |

22 Differentiate between Title Only layout and Title Slide layout in 2

Power Point.
qaX 9Ee ® 25 el dalee 3T TEed WSS oleliee & §g oiaY §diRu|
OR / sy

Write steps to change the line spacing from single spacing to double spacing
in MS Power Point.

UH Ug YEX 95 § A59 WHT o R @i 9 se9a Wi o sgaq & g ©w
ford |
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23 What are compilers? Why are they needed in computers? What is the 3
program written in high level language and that which is generated by
the compiler after translation known as?

HUTEHAT T § ? HYT § 3] &L I oIl & ¢ T3 o 9o § forem T gRm
3 3TgAIE & 918 HUEAY & (AR 6T TT YR &I R Bad o 7

24 Give three important tips to create effective slides in MS Power Point. 3
T T UER @iEe ¥ gHEqel wWige 9 & e dF geaget gema dfsg)
OR / 3t
Explain the purpose of
- Slides
- Handouts
- Notes Page

in "Print what" option of Print Dialog box in context of MS Power Point.
TH UH UE 95 % HaW A ffe sEan aied & Cwn e w7 fame § frefafad
BT I59T WE HIY :

- %iks

~ ¥eomecE

- drew W

25 Write down steps to edit existing data records in Mail Merge. 4
A 7ol o HieEr 32 Raie @l ufee & & fag ww fad|
OR / 3ty

Explain three types of documents required in Mail Merge.

AT A9l A STAH A YHR &b STRIHCH Dbl ST B |
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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.
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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 questions will be yours only.
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Note :
(i)  This question paper consists of 25 questions in all.
(ii))  All questions are compulsory.
(iii)) Marks are given against each question.
(iv)  Section — A consists of :
(@) Q. No. 1 to 7 - Multiple Choice Questions carrying 1 mark each.
(b) Q. No. 8to 17 - Objective type questions. Q. No. 8 to 10 carrying 2 marks each (with
2 sub-parts of 1 mark each) and Q. No. 11 to 17 carrying 1 mark each.
(v)  Section — B consists of :
(@) Q. No. 18 to 22 - Very Short Answer type questions carrying 2 marks each to be
answered in the range of 30 to 50 words.
(b)  Q.No. 23 and 24 - Short Answer type questions carrying 3 marks each to be answered
in the range of 50 to 80 words.

(c) Q. No. 25 - Long Answer type question carrying 4 marks to be answered in the range
of 80 to 120 words.
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SET - B

SECTION - A
Husg — i
1  The toolbar in MS Excel, can be used to bold, italicize and 1
underline the cell entries.
(A) Formatting (B) Standard
(C) Drawing (D) Review
TI QA URA § _ TOE 61 SUANT 99 Tl &l dies, 3ened ofik T@ifhd
& % g foRar s webar |
(A) wrdfeT (B) w=g
(C) g (D) f=g
2 Formula in MS Excel starts with the sign. 1
THUE e A wee e 9 g B
(A) @ B) #
<€ * D) =
3 Which tab allows you to create charts and graphs in MS Excel? 1
(A) Insert (B) Formulas
(C) Data (D) View
B |1 2T AUB! TH TH THd § 9IC S WH I9 DI STJAd ol & 7
(A) T (B) Wi
©) D) =
4  You can create columns of text using the key. 1
(A) SHIFT (B) TAB
(C) ENTER (D) CTRL
T _ I I SUANT &k <R &b HAH a1 Gahd ¢ |
(A) Rwe B) =
(C) X (D) herd
68/0S/2—229-B | 4 (AR [ Contd...
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S5  Which of the following statements is true about the "Alignment" tab in 1
spreadsheet software like Excel?
(A) It allows you to perform mathematical calculations on selected cells.
(B) It provides options to change the font style and size of the text in a cell.
(C) It allows you to change the orientation of the text within the cell.
(D) It provides options for setting up data validation rules to restrict input.
TR o SS9l Qiweddy # W@ ¢F & g H Frefdied § 9 & 91 o 99 § 7
(A) T& TSl TAMT BTG UX TG TOET 6T S STIAR ol 5 |
(B) 9% Tsh T H UG B Hi< el 3T SR bl 95a & [dhed Ja™ &l 8|
(C) Te 3MUBl ¥ % HIAT 418 % IHWIHIU Hl S8A7 Dl STFA <l 5

(D) ¥& 3 Bl UqEfdd B & [ ST FAHA oH W@ifud &3 & faeed 9ee
XGRS

6  What is the purpose of the "Installed Templates" tab in presentation software 1
like Microsoft PowerPoint?

(A) It allows you to install new fonts and design elements from external
sources.

(B) It provides access to templates that are pre-installed with the software,
offering ideas for different types of presentations.

(C) It is used to save custom-created templates for future use.
(D) It allows you to import presentation templates from the internet.
Microsoft PowerPoint Si¥ WJid Wiweday § “¥iud Wee’’ < &l 3599 T & 7

(A) T& AU TR FAl ¥ TG Hie X ez a@l @i w@ifd B3 o STgAfd aar
T

(B) ¥ 37 THiZH O Ugd TS HAdl & oI AFEIdR & 1Y U ¥ IR B ¢,
fafr=T v &7 uegicdl & fau faem g & )

(C) ZTH IUART Aoy & IUART & fou dweew—{fifa Twaceq & geem & fog fean

ST % |
(D) ¥% &Y A ¥ UK TU@TH ST i & fay oAl Iam 7|
68/0S/2—229-B | S (AL [ Contd...
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7  Select the odd one out option: 1
(A) compress (zip) files software
(B) anti-virus software
(C) join files software
(D) Windows software
Juite febed @1 TEE B
(A) »3F (F9) wEd diweday
(B) T aE HiwEadR
(C) g Wrsw HiwedaT
(D) fE diFeamx

8 In the questions given below, there are two statements marked as 2
Assertion (A) and Reason (R). Choose the correct option out of the choices
given below in each question:

T fou T oget ®, sfwwes (A) o @ (R) & &9 ® oifthd @1 wuw fu
T ¥ Ude U § 9 Ru U faeedi § @ 9 feew @1 TEd S
(i) Assertion (A): In MS Word, the "Bold" formatting option is used to
make text appear larger.
Reason (R): Bold formatting is primarily used to emphasize or make
text stand out by making it darker and thicker, but it does not affect
the size of the text.
(A) Both A and R are true and R is the correct explanation of A.
(B) Both A and R are true but R is NOT the correct explanation of A.
(C) A is true but R is false.
(D) A is false but R is true.
(E) Both A and R are false.
AYFH (A): TH TH 9 ¥, ‘9ice’ WA {qhed B SUEN TRE Bl ST
foam % fog fear s 2
F (R): SIS BIHIET &1 SUART &7 &0 ¥ TR Bl T&A 3T AT T
I T TR I 91 Y @ fe@™ & U fopar war %, Wfhd 98 o &%
3BT I JwIfad el HIT &1
(A) A 3R R 3IA 3 & 8T R, A &1 Wel WE@I Bl
(B) A 3R R 3Mf ¥ ¥ @fhT R, A &1 T WO &l 3|
(C) A 93 ¥ @fed R 3@ Bl
(D) A 3@ & Wied R 9 #1
(E) A 3R R 3l e Tl
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(1)) Assertion (A): Headers and footers are important elements for professional
document formatting.

Reason (R): Including headers and footers adds a professional touch
to a document, providing essential information like page numbers, titles

and author names appear consistently across all pages.

(A) Both A and R are true and R is the correct explanation of A.
(B) Both A and R are true but R is NOT the correct explanation of A.
(C) A is true but R is false.

(D) A is false but R is true.

(E) Both A and R are false.

APFA (A): STaEIRI® STFgie BT & T T o PeX weayul ad |

F (R): 82X MR $eX o &3 9 SfRpHe o UH Ugax @ef 9§ Sman
3, T |9 guf WX gs ge, ofive ofik Wew b AW SiEl STasdd S
U 99 Iqeed & Sl Bl

(A) A 3T R 3 ¥ € R R, A & €&l WEGH 3|

(B) A @R R 3l g & @feT R, A &1 T&1 WEBLw &l &)
(C) A ¥ % wfed R o %I

(D) A I@F ¥ Wt R 9 31

(E) A X R 34 s ¥

9 State True or False: 2

(a) It is not possible to change the page orientation (portrait to landscape)

after creating content in the Word document.

(b) Zoom sub task is present in the view sub menu on main bar.

T A1 T qARY:

(a) TS STagHe # HeZ TTM & 18 U SANULIN (e ¥ WeSwhd) &l qea 1 dHa
T 7

(b) A U9 Ik AT X W F 99 7 H AT &l
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10 Fill in the blanks: 2
(a) Shortcut key for copy is
(b) Shortcut key for going to the beginning of the document is

e = w1
(a) U &% foQ oiewe @1 ¥
(b) SiagHe & oY ® &M & f0Q siicame @l T

11 Ravi needs to create a budget plan for his upcoming vacation and wants 1
to track expenses, manage receipts, and analyze costs over several months.
Which Office application would you recommend Ravi to use for this task?

T B SO ST BfEal & R Iote AT 99 #Y StagTshdT € ofR 9% @3 wEml
¥ Edt Bl I BT, WS AS BT X ANl BT fI9euer BT aedr &1 e T
Dl T B & [T DI GT ART TRAhI™ STANT B Bl Ta® 33 7

12 displays are also known as flat panel monitors and are commonly 1

used in notebook computers.

fee &l wie Id AR & &Y # T T Sar § o AR uX ARg®
HeeT ® IuAM fRar S ¥

13 Rajat wants to calculate the sum of the cells from A10 to A20. He used 1
the following formula: =SUM(A10, A20). This formula is giving him an
error. Please provide the correct formula for him.

WA A10 § A20 9% &% d@ &l AN Mepre aredr & | 387 F=1 Brr &1 STan
forar: =SUM(A10, A20) I wrar S8 JfE (error) ¥ TET &1 HUAT Iqh 0T GEY
B YIH B

14 key deletes the text to the left of the cursor. 1
B HET & TET X &b TR DI (A BT 6
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15 How can you apply formatting to multiple selections of text using the Format 1
Painter?
(A) Single-click the Format Painter button
(B) Double-click the Format Painter button
(C) Right-click the Format Painter button

(D) Hold the Ctrl key and click the Format Painter button

MY HiHE YT & SUANT &k SRS & THIYH Tl U BHIST HY AN BT
o 7

(A) W Y §2q IR RiTa—forasd &
(B) WiHE YeX 929 WX STA-TRiD B
(C) Wie YeX ged uX 5e-—Frtd HY
(D) Ctrl oll qEMT W &R HiFe YeX T2 W o HY

16 When you copy or cut text, the text is stored in an area of memory 1
called
S 3719 CHRE Bl HIUl AT HE B o, Al <R HARI &b Th & | R &l 1l & ol
CHESIGIRS
17 Hold down the key on the keyboard while using the arrow buttons 1

to highlight the text in MS Word.

TH T 98 § TR ] BISAES hid & [T T 9241 Bl SYANT hid THI DA UL
B TET G |
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SECTION - B

e — q
18 Explain the purpose of merge document in Mail Merge. 2
A WSl § TSl SIRgHS B 3599 qARTI
19 Briefly describe the Slide Sorter view. How can you access it? 2

WSS oY 399 P Wi Ui B | oY 3H HY THE B Gohd o 7

20 Differentiate between Title Only layout and Title Slide layout in 2
Power Point.

el 9Ee ® 23S SNl defee oY TEed WSS wlelied & S ofay §diRu|
OR / 3tan

Write steps to change the line spacing from single spacing to double spacing
in MS Power Point.

TH U UEX @5 § A59 WM o R Wi 9 s WiiT o sgaq & [0 @

ford |
21 State one limitation of low level language and how it is overcome by high 2
level language.
Low level {9 %I Ueh W SA13Y 3R I8 Ica&iiid HIWT &1 %d X [T S 2 |
22 Write in brief about Dot Matrix printer. 2
sie Afgeg fiiex & I ¥ "au ¥ foad |
OR / 3t
What are speakers? How are they different from microphones?
it AT &7 I TR d fed TR e €7
23 Make a block diagram of computer and briefly describe its components. 3
HYST BT Th (b W TA3T S 3Hh Tehl B Gad H IuH B< |
68/0S/2—229-B | 10 (AR [ Contd...
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24 Give three important tips to create effective slides in MS Power Point. 3
TH U I WiEe # qHE @Ee o & g 39 weaet gema S
OR / 3t
Explain the purpose of
- Slides
- Handouts
- Notes Page
in "Print what" option of Print Dialog box in context of MS Power Point.
TH U R 9 & W ¥ fie swan St & R/ e Y faee F Frefafaa
& I59T WE HIY
- Xiizs
- ¥eomecE
— e W

25 Write down steps to edit existing data records in Mail Merge. 4
A 79 A Ao 32 faie @ ufse e & fag ww o
OR / st

Explain three types of documents required in Mail Merge.

AT A9l A STAH A TH &b STRIHCH Dbl FTEAT B |
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This Question Paper consists of 25 questions and 12 printed pages.

70 99— § 25 97 @ 12 g gw ¥

Roll No. Code No. 68/0S/2
HTHATE FE 7.

set /% - |(C

DATA ENTRY OPERATIONS
T T AT
(229)

Day and Date of Examination

(aren ;1 T 7 o)

Signature of Invigilators 1.

(Friternt & ewen)

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 In case of any doubt or confusion in the question paper, the English Version will prevail.

Write your Question Paper Code No. 68/0S/2, Set - on the Answer-Book.

8 (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, 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 questions will be yours only.

|
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A SR
1 whaedt 999 & Ted g5 UX SO ST mAe ofasd ford |

2 FUE YSH-UF B WG o {6 UT-UA & @ USSI qoT YA H I & gemr & fa
Y99 U6 b Y $HUX BUI §1 M 91 B WG W B A B YT e w4 H Z)

3 g usl ¥ emual R fawedl (A), (B), (C) @twar (D) ¥ € B TH AL gAAT
T T T-URaer ¥ wE IR faeer )

4 Igfrs uedi & gy gt el % sax Traifa orafy & o & 3 ¥ aggfrs
g9t & fou o ¥ wug W@ femm Smm

5 TW-YRae ¥ vgam-fag TM stver fafdw et & erfafiea @ i ergmaie faee
X gt B ST sEIEr SR

6 U H fhdl Hl YR & TaE Hgdr glaem o Rufd § SN ordare € Wik Erml
7 A9 SER-RAET W WA-9N & die " 68/08/2, ¥E — [C]

8 (@) UE-UA haw /sl # ¥ T off, aft onw 9® o T & WS fREY uwm W
¥ IO T ghd © ¢
picpull, ARG, SEMHAT, wUT@l, HIAR, H€&ha ok Rl

Fu sa-giad ¥ iy U giem § fod 6 omu few wwn # I @ w €
(@) afy e &S wd oie & orfafed el o=g @ & IOX foad & @ wes @l
e ¥ BM arel Jfedi [ TEfadl W R wad sder gr |

[ NOTE / fidwr :

(1) Answers of all questions are to be given in the Answer-Book given to
you.

gt 9l o TR STRT & Tl SR gRaent # & foae |
(2) 15 minutes time has been allotted to read this question paper. The
question paper will be distributed at 02.15 p.m. From 02.15 p.m. to

02.30 p.m., the students will read the question paper only and will not
write any answer on the answer-book during this period.

29 Y-9 I Ygd & fau 15 fae o1 wma fan 7@ 1 99991 o1 forrer et
T 02.15 ot foram ST@m| 02.15 st ¥ 02.30 &1 Tk S hadd -5 ahl T
3R 39 2mafy & SRE I SR-YRAHT R HE W Tl @i |
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DATA ENTRY OPERATIONS
TET Tl AT
(229)

Time : 2 Hours] [Maximum Marks : 40
g ¢ 2 "] [quiies : 40

Note :
(i)  This question paper consists of 25 questions in all.
(ii))  All questions are compulsory.
(iii)) Marks are given against each question.
(iv)  Section — A consists of :
(@) Q. No. 1 to 7 - Multiple Choice Questions carrying 1 mark each.
(b) Q. No. 8to 17 - Objective type questions. Q. No. 8 to 10 carrying 2 marks each (with
2 sub-parts of 1 mark each) and Q. No. 11 to 17 carrying 1 mark each.
(v)  Section — B consists of :
(@) Q. No. 18 to 22 - Very Short Answer type questions carrying 2 marks each to be
answered in the range of 30 to 50 words.
(b)  Q.No. 23 and 24 - Short Answer type questions carrying 3 marks each to be answered
in the range of 50 to 80 words.

(c) Q. No. 25 - Long Answer type question carrying 4 marks to be answered in the range
of 80 to 120 words.

fder -
() 39 US-UF § FA 25 U |
(i) |y ot 1
(ili) YA® W9T b HEY STh o fqU T ¥
(iv) @E—a " i ¥ -
(a) U HE 1 ¥ 7 O Sglahedd TH & U9 § S Udd 1 3% & 3|
(b) T T 8 F 17 T AKITSS UBK & U | U7 €& 8 § 10 Y% U 2 3% &
T (YA® 1 3 & 2 ST-AT & ) AR YI-g&n 11 ¥ 17 9% Yds 499 1 3
H T
(v) @vE—aF o ¥ :
(a) ¥ HEAT 18 § 22 T% A Tg—IaUT YBK & A—a 3ihl &b U9 & | 37 YAl & I
30 § 50 gr=st ® fiw W @Ry
(b) U TE& 23 UE 24 WY-ITNT YBR & dF-AM 3ihl & UT 1 3T YA & I
50 & 80 1=l ¥ fyw 9= @few|
(c) UIT TE&AT 25 E-ITAUT WX T AR 3kl BT W97 & | 39 W97 T 30 80 ¥ 120 T
# femn s anfew)
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SECTION - A

gug — o
1  Which view is used to preview your presentation? 1
(A) Outline (B) Normal
(C) Slide Show (D) Slide Sorter

39! Ysiee™ &l ey <@ & Ty fed =g &1 S9am fopar S & 7

(A)  Sm3ZarsT (B) e
(C) wige o (D) wEe "X
2 You can create columns of text using the ~ key. 1
(A) SHIFT (B) TAB
(C) ENTER (D) CTRL
M %l %l SYART &Hch SRS & BIH a1 Tobhdl ¢ |
(A) farwe (B) <=
(C) dxX (D) g
3  In Excel, which tab allows you to change the orientation of the text? 1
(A) Home (B) Page Layout
(C) Font (D) Insert

TRIA H, B A1 S UGl SRS Bl AU FTa &l FIA adl & ?

(A) &™ (B) I darmee
C) wi= (D) ==
68/0S/2—229-C | 4 (M- [ Contd...
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4  If you want to display the number "1234" as "1,234.00." Which cell style 1
would you choose?
afe emu "emr "1234" @ "1,234.00." % w4 ¥ W9 wN awd &, @ o
B W wESr A ?

(A) Comma (B) Currency (0)
(C) Percent (D) Normal
5  Select the odd one out option: 1

(A) compress (zip) files software
(B) anti-virus software

(C) join files software

(D) Windows software

g9l faemed &l a9 B

(A) w3F (R9) wEd diweday
(B) T I HiwEadR

(C) wiiegT WRA HIFIaR

(D) e |iwdaX
6  Which tab allows you to create charts and graphs in MS Excel? 1
(A) Insert (B) Formulas
(C) Data (D) View
B | 2T B! TH TH TR § G X WE I DI Al Idr & 7
(A) & (B) wiHwT
(C) == D) =
7  What is a key requirement for the values used in a pie chart? 1

(A) They must all be zero.

(B) They can be either positive or negative.

(C) They must all be positive.

(D) They must be in the form of percentages.

UE 9 ¥ IUANT fRU U A % fMT g emasgedr ¥ 7
(A) 9 |91 g B9 @IeU|

(B) T A1 O HHR®EE AT AHEE & b ¢ |

(C) o gl GBS W AIRT|

(D) o 9fderd & &4 H & U]
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8 In the questions given below, there are two statements marked as 2

Assertion (A) and Reason (R). Choose the correct option out of the choices

given below in each question:
T fau o oget o, sifweem (A) o wrw (R) & &9 # oifthd a1 wuw fu
T ¥ Ue e A W fiu MU fyeedt § @ @@l fawew @ @ dive

(1) Assertion (A): In MS Word, the "Bold" formatting option is used to

make text appear larger.

Reason (R): Bold formatting is primarily used to emphasize or make
text stand out by making it darker and thicker, but it does not affect
the size of the text.

(A) Both A and R are true and R is the correct explanation of A.
(B) Both A and R are true but R is NOT the correct explanation of A.
(C) A is true but R is false.

(D) A is false but R is true.

(E) Both A and R are false.

AYFIE (A): TH TH 98 ®, ‘9icc’ BACT fghed HT IUANT TRS Bl T
fe@m % fau fear san 1

F (R): SIS WA & SUART &7 &0 ¥ TR Bl T&A 3R AT T
39 W WX 3 I1 39 oW femm & fou fear war &, ofeT a8 e &
AR Bl YT &l &I |

(A) A 3R R 3 ¥ € 8 R, A &1 W&l W& Bl

(B) A 3R R 3Mf ¥ ¥ @fbT R, A &1 T8 Wo&w &l &1
(C) A ¥ % wfed R o %I

(D) A @™ § Wbt R 99 3|

(E) A 3R R 3l s\ ¥
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(i1)) Assertion (A): Headers and footers are important elements for professional
document formatting.

Reason (R): Including headers and footers adds a professional touch
to a document, providing essential information like page numbers, titles
and author names appear consistently across all pages.

(A) Both A and R are true and R is the correct explanation of A.
(B) Both A and R are true but R is NOT the correct explanation of A.
(C) A is true but R is false.

(D) A is false but R is true.

(E) Both A and R are false.

APFA (A): STaEIRI® STagie BT & g 2T o PeX weayul ad |
FR (R): ST 3R HeX e & § Siagde # Uh U9 @Wel S8 e
T, T 9 guf oY gs ge, sfive ofik wew b AW SiEl STasdd Sl
T 99 Iqeey & Sl Bl

(A) A 3T R 3 ¥ € &R R, A & ¥l WEG 3|

(B) A @R R 3l g & «feT R, A &1 T&1 WEbw =@l &)
(C) A 93 ¥ @fed R 3@ Bl

(D) A 3T T WfbT R 9 %I

(E) A 3iX R i o ¥

9 State True or False: 2

(a) It is not possible to change the page orientation (portrait to landscape)
after creating content in the Word document.

(b) Zoom sub task is present in the view sub menu on main bar.

TEN AT T a5

(a) o <hapie & dde SR % 919 U6 SIRURI (T3 ¥ dewh) H1 9aw G
TE ¥

(b) W HY TR AT X W F G A H HiSE T
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10  Fill in the blanks: 2
(a) Shortcut key for copy is

(b) Shortcut key for going to the beginning of the document is

e @ =1t
(a) ®dT & fT s @ ¥
(b) SiRgHe & oMY # WM & U sicame @l g

11 Ravi needs to create a budget plan for his upcoming vacation and wants 1
to track expenses, manage receipts, and analyze costs over several months.
Which Office application would you recommend Ravi to use for this task?

T T TUT ST Bfat & o ote Aot 99 & stagashdt € ofR 9% &5 weMl
¥ @Al Bl 3 BT, IR A6 BT ST ANl BT {999 ST aedr &1 8 g
Dl T B P [T B AT AR TRAhI START B Bl T 97 7

12 A is an input device that utilizes a light-sensitive detector to 1

select objects on a display screen.

Th Y fearzg § W e WM WX argell @ e e % g
YRIT-gae9le ey &1 IUAN & 8|

13 key deletes the text to the left of the cursor. 1

Bl HYT b IEAT X & RS &l Belld Bl 81

14 Hold down the key on the keyboard while using the arrow buttons 1
to highlight the text in MS Word.

UH TG 98 § TR ] BIZAES hid & [T T 921 Bl SYANT hid GHI DIES U
%I TEQ G |
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15 How can you apply formatting to multiple selections of text using the Format 1
Painter?
(A) Single-click the Format Painter button
(B) Double-click the Format Painter button
(C) Right-click the Format Painter button

(D) Hold the Ctrl key and click the Format Painter button

MY HiHe YT B SUART Bk SRS & THIMYH Tl U BIHIET HY AN B
o © 7

(A) wiHe Yo 929 W Riw—frma &<
(B) WiHE YeX g9 WX STA-TRD B
(C) WiHE YeX g9 WX TEe—TorTd B
(D) Ctrl sl 3OT W@ ST WA YT g9 W forad B¢

16 When you copy or cut text, the text is stored in an area of memory 1
called

T Y TR T BT AT B B &, df <oRe HHR & Th & & WX & 9al & ol
HET Il & |

17 Rajat wants to calculate the sum of the cells from A10 to A20. He used 1
the following formula: =SUM(A10, A20). This formula is giving him an

error. Please provide the correct formula for him.

wia A10 & A20 T &% & &1 arT Mepter aredr &1 387 F= e &1 39
foram: =SUM(A10, A20) g8 W@ Sd I (error) T @ &1 HUAT 3Hb [T Tl
BT TEH B
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SECTION - B

gz —

18 Give one difference between Flat bed plotters and Drum plotters. 2

T 98 wied SN g7 Wied & S U 3y Q|
OR / iy

Write in brief about Laser printer.

WX X & 9 | dag o fara)

19 Explain the purpose of merge document in Mail Merge. 2
uel 7ol H AN SlHgHE bl 359 S|

20 Differentiate between Title Only layout and Title Slide layout in 2

Power Point.
Il g § 2Eed SNMwl Walee 3T I3 WIge wlolge & 9 3ial Iaisu|
OR / 3an

Write steps to change the line spacing from single spacing to double spacing
in MS Power Point.

TH g YTeX @Ee § d59 WM o e @i 9 soa @fin o sgaq & e ©w
ford |

21 Give reasons why trackballs are popular pointing devices for portable 2

computers.

HRU FAZT {6 Aead HGA & U Tharta dimird wiafe feasa w=&if ¥

22 Explain the purpose of Slide sorter view in MS Power Point. 2
TH T UER WEE ¥ ES 9ieX o bl 3299 qHEY |
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23 What are compilers? Why are they needed in computers? What is the 3

program written in high level language and that which is generated by the
compiler after translation known as?

HUTEHAT T & ? HYST § 3] &L I oIl § ¢ T3 o 9o § forem 1@ gRm
3R 3TaE & 918 HUBAL SR G4 [T Y WA Bl T Hed & ¢

24 Write down steps to create a bulleted list from a text box. 3
fordl text i § goies Al a9 & foag Txon &t fafaw)
OR / syt

Write down steps to create a numbered list from a text box starting with
number 10.

e 10 § & 89 a1 text S ¥ HAIGd ol a9 & fag aXel Hi farkag|

25 Write down steps to edit existing data records in Mail Merge. 4
TSt A HIsE S RS @ ufse wid & g v fod |
OR / st

Explain three types of documents required in Mail Merge.

A 7S A STAIH A THR b STRIHCH Dl AT B |
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