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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.

All the questions are to be answered within the allotted time.

Making any identification mark in the Answer-Book or writing Roll Number anywhere
other than the specified places will lead to disqualification of the candidate.

5  Write your Question Paper code No. 60/S/A/M-A on the Answer-Book.

6 The Question Paper is bilingual. In case of doubt, the English version should be considered
as authentic.
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6  YoTuRNhT &N HINHED TS, YLTIETEd HIEl Siehl U™ U B THIITHI HHTE.
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DATA ENTRY OPERATIONS

TE Tl AT
(229-M)
Time : 2 Hours] [Maximum Marks : 40
9% : 2 dH] [TFOT T ¢ 40
Note : (1) Attempt all the questions.

(2) Marks alloted to each question are indicated against it.
@ o: (1) wd e A} el
(2) UAS UATAT FAR A U IS SR,

1  Match the following and write your answer in the answer book : %X6=3
Column A Column B
(a) Mnemonics (1) Quit Programme
(b) SUMIF (i1)) High Level Language
(c) Close button (ii1)) Symbolic codes
(d) Slide show (iv) Data storage
(¢) FORTRAN (v) View type
(f) Memory unit (vi) Function type
I Sl Jogd Sal A gteHe foer
W A WY q
(a) wHITad (i) URMAYT 9@ A9
(b) TIEH (i) W dEd TOd (ST WAg W)
(c) el we (i) fanfos @
(d) wmEE o (iv) STRT W &I
() R (V) =g = JER
(H ==l e (vi) HEE o1 ER
60/S/A/M—229-M-A ] 3 EIEE [ Contd...

[=s;



2 Write in your answer book, True/False for the following %X6=3
statements :
(a) A standard keyboard has 104 keys.
(b) Restore command helps to delete the stored files.
(c) CTRL key helps to select non-consecutive files.
(d) Replace fonts feature does not help to change fonts in a slide.
(e) Track change option lies under Insert tab.
(f) SHIFT + F3 is the short cut key used for changing the case of text.
g faue g fhar SUSY ofiogd Sy Savutyed foet
(a) W @ T 7 104 Hor (die) .
(b) RER ®HE a1 IqUX TaT baedl BIEAHT BIGT [HUITETS! BT Il
(c) CTRL woal IUGRT HHM: HA BIEAMT HASIGTETS] hal Sl
(d) f<@ wic IV RS 7 Bi< TTAEMEET aUd ATel.
(e) <% oW fasbed 39 9 ALY ol
() SHIFT + F3 2 fagy & (B 9 9Mihe) AWGIG! hy SIAvAEIS! ruiar.

3 Define the following : 1x4=4
(a) Utility software (b) Formula
(c) Control Panel (d) Printer
E2ite3 IRE
(a) RS wiweder (b) e
(c) el de (d) fex

4  Write short notes on the following : 2%x4=8
(a) Font Face
(b) Rulers
(c) Input Devices
(d) Creating Smart Art in worksheet.
e fawaier w@ira S forer
(a) Wi %
(b) &elTy
(c) 3TAYS IUBLI
(d) Thsfe A T oM FAfam.
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5 Differentiate between the following : 2x2=4
(a) Spelling and Grammar checker.
(b) Deleting text and Replacing text.
el JlE 6l W B
(a) Qe onfir IR Tt

(b) ¥ogHL HG T (fEdie) ot #Awgy Fgwu (Rewd)

6  Answer the following questions : 2x5=10
(a) Write the importance of Mouse pointer.
(b) Write the steps to copy a file using My Documents.
(c) How can you create a data source using Excel worksheet ? Explain.
(d) What are the various elements of any formula ?

(¢) Briefly explain about various slide layouts.

grell feelear weArEn Sy fore

(a) WS UEX O "ol W B

(b) AT STAgHe AUET BEA BT HLAT! Fal e

() URW ghefic dUued Rl SR 9" &Y I9d1|d 7 W B
(d) e fafay wew fowr,

(e) fafga wEs wemse o dfrma mfedr feer.
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7  Answer the following : 2x2=4
(@) In a Word document, which short cut keys are pressed to do the
following actions ?
(i) To copy a paragraph of text
(i1)) Go to the beginning of the document
(iii) To Replace a text
(iv) To activate Spelling and Grammar checker
(b) Write the steps to do the following actions on the given sentence :

Tillnow our instituta has
imperted skill based training to over
50,000 young boys and girls and created

empleyment opportonities for them.

(i) Correct the spelling mistakes in the above paragraph.
(i) Above text is Ariel and size 10, change it to Ariel black,
size 14.
(iii) Make the above text Bold and Underline
(iv) Left align the text.
g gerEr A foer
(a) I SlagHe ALY WAW [T HITATEIS! BT & 1S SMehe fhar fag
Hp () 9 ?
(i) ¥STgUdia 9Eee HIal B
(i) ¥R AN S0
(i) #5TpT FEwo
(iv) @fe omfT IR Iy o b
(b) TawT GERER G| FHal HOAAT g 9En st

Tillnow our instituta has

imperted skill based training to over

50,000 young boys and girls and created

empleyment opportonities for them.

(i) 0@ ufremdE Wi gar JUat &

(i) i@ AsTgY ThEw offT &t 10 97 3R Al TEd &idh ST dgst
14 7 g

(iii) ol Aoy dies ST SIS B

(iv) TSI STAERE AW1E B
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8 Answer the following :

2x2=4

(a) The following table shows data, as observed by an audit agency about

the revenue spent by the govt. on various areas of development.

Write the steps to plot a pie chart on the basis of this data.

A B C
1 | S.No. | Areas of Development | Revenue spent (in %)
2 1 Education 22
3 2 Health 27
4 3 Rural development 11
5 4 Farming 25
6 5 Sanitation 15

(b) Following data shows marks of 6 students of 10th class in 4 subjects

in the pre board exams. Based on this data, write the formula to calculate

the following :

A B C D E F G
1 | S.No. | Name of Student | English [ Maths | Science | Computer | Total Marks
21 1 Sudhir 68 80 72 84
31 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
51 4 Pratham 91 92 93 90
6 5 Neena 45 56 59 44
71 6 Ravish 78 88 91 89

(a) Write the formula in cell G2 to show total marks of Sudhir.

(b) Write the steps to copy the formula in G2 to the rest of the cells

(from G3 to G7)

(c) Write the formula to calculate the average marks of all students.

(d) Write the formula using function to find the maximum of total marks.
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(a) W AR Tehl SATfse Toidrear FOeumganr axarer fafay e fqammer
GY HIOG Sl THAAT AU qeiferd a1 Aifedredr sen grEdre Hrevarat

Hall B
A B C
1 | s waie | Temm@as | wd daar @hd (%)
2 1 fareror 22
3 2 IR 27
4 3 IO e 11
5 4 QI 25
6 5 el 15

(b) T TR @ 10 & = 6 foenaaty 4 fqwamda @@ hed™ o
goffad. foaer dRoiEr SUam ®Ed W ToHEel g9 foer.

A B C D E F G
1 | 313 wwies | foemeat@ e | faer | wftra | fasme | <o | g
2 1 gdR 68 80 72 84
3 2 e 85 72 79 81
4 3 qeq 69 68 71 74
5 4 qgyq 91 92 93 90
6 5 EIGI 45 56 59 44
7 6 @ 78 88 91 89

(a) @ G2 A8 GURD QU U HeEERE g3 fTE.

(b) I G2 7w g 3aX ¥od (G3 9 G7) wed Hidy HIvamy el ferer,
(c) wa fyemreat quEdl T wewEERR g3 f@En

(d) WaYE A1 AU HHT THU UGl FEaH (1) U sievar g3 foer.
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