This Question Paper consists of 6 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 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. 65/ASS/3, Set— on the Answer-Book.
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DATA ENTRY OPERATIONS
(Theory)
TMET TSl ST
(Rergier)
(336)

Time : 2 Hours] [Maximum Marks : 40
q 2 g [quries : 40

Note : All questions are compulsory and carry marks as indicated against each question.

et ¢ |l weT o ¥ ol Ude W9 & ofh | g9l U ¥

1  Fill in the blanks for the following : %XIO =5
1 & fag e el @ g @i
(@)  devices accept data and instructions from the user.
~ feomsd IO ¥ ST SR Fee @ Tee w2
(b) _ shortcut key is used to find any word from a text paragraph.

JMehe Bl &I YA TR TOMh H ¥ fhal o/ &l @iow & fog
BT B

(c) A is a software program used to access the www and retrieve

data from the web.

Teh QIFEY WU & S www § Jd9T hich 99 9 S0 Mo &
foT gamr g@r ®

(d) software is a set of programs which are written to perform

specific tasks.
_ drrede U ot @ age § R fadiv et e & e fem
T
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(¢) We use feature to adjust the contents of columns or rows

within the width or height of the column or rows.

T AR 1 TN i AT A & hed Bl bl AT A DI =181 AT
SEE % WY E TSR H & (WU B 2

(f) Deleted files or folders are stored in the till they are permanently

removed from there.

feeie &1 T wEd g Bl T 99 d ©R &d & 99 d% 3% W
w9 g feetie &1 fopam <mar 21

(g) ISDN stands for Services Digital Network.
amsugsed (ISDN) &1 qof @&y @ gides fsfirea weas|

(h) To a slide in slide sorter view, simply click on the slide you

wish to move and then drag it to the new location.

TES |l g # w5 & HT & AU 39 @3S WX fmsd de
MY g HIAT I_d § oI hY 39 3 e d% @ig B & AT

(1) refers to the cell having column name A and row number 8.

BT HeH 39 9@ 9 a1 & fEar dra™ 9™ A iR e U g
8 T Bl

() appears at the bottom of the screen when you start the

computer system.

W % A fEE 3 3 S9N o e e @ wR
H 2l
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2 State True or False: %XIO =5

TE ST T IART:
(a) Cut, Copy and Paste options are found under view menu.
®, HUl 3R YR faheq =g A=Y & S o B |

(b) To see the contents on your harddisk, you have to double click on the

drive icon.

TEMS®h & hedd hl S@T % (T, 3TMUHI SFT M3HT UX SqA (b BLAT
BT 7|

(c) Font face, font size and font style are all font attributes.
B Hd, B AN oI Hi ©Ed G4l BT U e & |

(d) HTML is a language used for writing documents on the web.
TEEIAUA HIWT &1 TR 9 OX Siagie fa@s & e g 3|

(e) URL stands for Universal Review Locator.
ARTA &N IO @ET Bl & grioad (g e |

(f) CTRLA+A is the shortcut key used to select entire document at a time.

CTRL+A eTeehe &l &1 TAN I STagHe & Th @19 fae & & fag
B 2

(g) Scroll Bars can be used to move between slides.
ThIA T BT YANT WIESi & a9/ § 99 H & @ & 5

(h) Object program is written by the programer and source program is

generated by the compiler after translation.

T WU & NUER foadr & iR 99 WU $husal &1 ZEa &
5 fyear ®1

(i) Smart Art graphics is not a part of Excel.
T e Wtherd Uore ol T <iéf B

(G) Charts can be drawn using insert tab.
e B IS 9 Bl HIE T AT ST Feball B
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3 Define the following terms : (any two) 1x2=2
et ottt ofeafi @iferg @ (et )
(a) CRT Monitor
RICIECIC IR EAY
(b) AutoFill feature
ST HreX
(c) Font style

B WEd

4  Write short notes on the following : 2x5=10
e o g feoeft fafeg -
(a) Data source
STeT A
(b) Application software
TR T
(c) Autoformat feature
HATIHHE HiET
(d) Inserting a Page Break
UST S FHS BT
(e) MIN() and MAX( ) functions.

() o Aem() hey
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5  Differentiate between the following : 2x5=10
= &% d sid we By
(a) Saving presentation as a file and as a web page.
YS9 ] HiEd &9 H X 99 UST % &9 H ¥ HIAT
(b) Web server and Web browser.
Ig FIAX X AT FEK
(c) Microphone and Speaker

HEhIBIA SR Wt
(d) Copying files and Moving files

WIEAl DI BUN HET S T BT
(e) Steps to duplicate slides and to reorder slides

TAZS] Dl SPrAhE B X LA HH & VA

6 (a) Based on the given text, answer the following questions : 4+4=8
fu T TRe & oMy WX T g9l % IR Qg

Republic Day Celebration

Every year our Republic day is celebrated on 26t
January on the Rajpath which has been recently
renamed as Kartavya Path. The Parade and Jhankees
of various states and some government departments
start from one corner and move on the entire path.
All Jhankees are beautifully decorated and showcase
Many school and college students perform dances
and yoga displays in front of the guest area. In the
evening the Rashtrapati Bhawan and India Gate area
is lighted beautifully.

(i) Write the steps to add a word National before Republic in the 1
heading and to make the entire heading Bold, Caps and center
aligned.

3T § 9= Republic & 8w T% 918 National S+ o T 2l
B giee, H SR YW TR 91 & € [ |
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(1)) Make the paragraph text Right aligned, change font style as italics 1
and change the colour to Red.
TUTh TRE Bl I TART 9910, Hie ©IEd Bl IR B 3T 39k
[ H @ H g |

(iii) Write the steps to find the word Jhankees in the paragraph and 1

replace it with the word Tableaus. Repeat it for every occurrence of
this word.

e H "Jhankees" 9T @i o 39 "Tableaus" 918 ¥ qee & &R
fore <&l sl 9 9% o= ¥, 3 9|

(iv) Add these lines at the bottom of the given paragraph from the 1
next line so as to make this as another paragraph.

A TS AR Bl UUTE b S H STl @3 A SIS 39 Wb AT I
EEi
People gather around the area in huge number to

watch this spectacular celebration and feel very
proud to be an Indian.

Make the above paragraph as justified and change
its colour to green.
AT 3@ IUUHR OTE B STEHES 3K 360b T Bl
ERUCE L
(b) Answer the questions based on the spreadsheet data given below:

T faw M esie T % emuR W weet % IR df

A B C D E
Employee Basic Earned Net
! I\}oam}; Salary HRA Leave Salary
2| XX 14,000 3000 1000
31 YY 17,000 5000 1500
4 | 77 16,000 4000 900
5] WW 15,000 3500 500
(i) Write a formula to calculate net salary of employee XX in cell 1

E2 which is the sum of basic salary, HRA and earned leave.
Copy this up to ES.

¥ B2 TrArdl ol e dadl e & e ue wieen e s it dad,
TIIMRT 37X 3T W B AT &1 39 & &l ES d& &L
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(i1)) Write a formula to calculate total amount of basic salary and show 1
it in the cell B6.
I AU BN HA 3T b & g e fad ofik 39 d@ B6 #
fe@m |

(i11)) Write a formula to calculate average net salary and show it in 1
cell E6.
siraa e et Pt % o e wiger R ot 58 & B6 F frard

(iv) Write a formula to calculate total amount of HRA and earned leave 1

of all employees and show it in cell D6.

Tl Tl % HRA o o1 @d &% $o TS &l 0T &Y K 39 dd
D6 o fe@m|
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This Question Paper consists of 6 questions and 8 printed pages.

MU IA T 6 A qn §qEA TR E |
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Signature of Invigilators 1.
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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. 65/ASS/3, Set— on the Answer-Book.
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DATA ENTRY OPERATIONS

(Theory)
TMET TSl ST
(Resia)
(336)
Time : 2 Hours] [Maximum Marks : 40
q 2 g [quries : 40

Note : All questions are compulsory and carry marks as indicated against each question.

et ¢ |l weT o ¥ ol Ude W9 & ofh | g9l U ¥

1  Fill in the blanks for the following : %XIO =5
1 & fag e el @ g @i
(a) Deleted files or folders are stored in the till they are permanently

removed from there.

feelie & T8 wEd U9 wiest ¥ a9 do ©R &d & 99 dé 3¢ Wl
w9 ¥ feelie =& fopam wmmar ®1

(b) ISDN stands for Services Digital Network.

amEugdeA (ISDN) &1 gof @y @ gidaw fefied Seash|

(c) To a slide in slide sorter view, simply click on the slide you

wish to move and then drag it to the new location.

WSS Y & 9 WSS & H % e 39 wigs W e &8 ™
MY qa HE Ared & iR Y 38 73 S8 I @id & o S|
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(d) refers to the cell having column name A and row number 8.

% GeH ST Id § BT & T Biam T A R {ge T g
8 Bl

(e) appears at the bottom of the screen when you start the

computer system.

. ®A % Y REE @ T wE W oY e few @ wri
ERGIRS

(f)  devices accept data and instructions from the user.

fears® o ¥ =T ofX fdel @ 780 &d 2|

(2) _ shortcut key is used to find any word from a text paragraph.
_ 9liohe I T WA TRE Yk H ¥ fREl 9 @ Wi & fou
BT T

(hy A is a software program used to access the www and retrieve

data from the web.
Teh ey WU & S www § Jd9T &ich 99 9§ 11 Mo &
o T g 7

(1) software is a set of programs which are written to perform

specific tasks.
SR T8 WA B A & B few e @ % R e
T

() We use feature to adjust the contents of columns or rows

within the width or height of the column or rows.

T AR B TANT it AT W & hedd Hl bl AT A DI =181 AT
&R % HIT B USSR & &% g & 2|
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2 State True or False: %XIO =5
TE YA T I3
(a) URL stands for Universal Review Locator.

JARUA &1 qUT &Y Bl & griaad g @ihel |
(b) CTRL+A is the shortcut key used to select entire document at a time.

CTRL+A 9o &l &1 TN G STagHE &l Th 919 feae & & g
I 2

(c¢) Scroll Bars can be used to move between slides.
ThId a1 YA WISt & S § 99 & 6 [0 &l 5|

(d) Object program is written by the programer and source program is

generated by the compiler after translation.

TS WM &l TR f@dr & ik 9 W $usar g1 2|9 &
g e

(e) Cut, Copy and Paste options are found under view menu.
®, Bl 3 U= faheq =g A & oI o 2|

(f) To see the contents on your harddisk, you have to double click on the

drive icon.

TRISER & HecH Bl <@ & (U, 3TUH! I5d AEHT X ST [Rdd BT
T B

(g) Font face, font size and font style are all font attributes.
B %d, B AES oI Hi ©Ed G4l BT UIEZE e & |
(h) HTML is a language used for writing documents on the web.
TIITAUA HIWT 61 YT 99 UX SiegHe faes & foe g 7
(i) Smart Art graphics is not a part of Excel.
TE ATE Uhed Uad Dl [eedl Tel |

(G) Charts can be drawn using insert tab.
T B IS T Bl HGE 1 [T ST Fhal S
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3 Define the following terms : (any two) 1x2=2
=1 oreal 1 aftwifa iR« (fop=l =)
(a) Machine language.

I L

(b) Freeze panes feature

H U WY

(c) Font style

B RiEd

4  Write short notes on the following : 2x5=10
e o g feoeft fafeg -
(a) Data source
ST A
(b) Microphone
WIS

(c) Autoformat feature
CIEARA G TR IR

(d) Moving text

SRS A B

(e) Pie chart

EIECIC

65/ASS/3-336-B |
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5  Differentiate between the following : 2x5=10
1 & 99 ofdt W Sy ¢
(a) Saving presentation as a file and as a web page.

IS ] HEd &9 H oY 99 US % &9 H ¥ BT
(b) Downloading files and Uploading files.

HRAl B SETAS BTN S SIS BT
(c) Microphone and Speaker

BIEEARAE | LT Gon
(d) Copying files and Moving files

EIEAl DI B BT S I BT
(e) Steps to duplicate slides and to reorder slides

WSSl Bl SYfache BT ST ST HE & A

6 (a) Based on the given text, answer the following questions : 4+4=8

fiu o e & oy WX = geel & ST QR
Republic Day Celebration

Every year our Republic day is celebrated on 26t
January on the Rajpath which has been recently
renamed as Kartavya Path. The Parade and Jhankees
of various states and some government departments
start from one corner and move on the entire path.
All Jhankees are beautifully decorated and showcase
Many school and college students perform dances
and yoga displays in front of the guest area. In the
evening the Rashtrapati Bhawan and India Gate area
is lighted beautifully.

(i) Write the steps to add a word National before Republic in the 1
heading and to make the entire heading Bold, Caps and center
aligned.

3T # s/ Republic § 98@ TH 91 National S X QU &
B dies, B iR X TART TH & B foad |
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(1)) Make the paragraph text Right aligned, change font style as italics 1
and change the colour to Red.
TUTh TRE Bl I TART 9910, Hie ©IEd Bl IR B 3T 39k
[ H @ H g |

(iii) Write the steps to find the word Jhankees in the paragraph and 1

replace it with the word Tableaus. Repeat it for every occurrence of
this word.

e H "Jhankees" 9T @i o 39 "Tableaus" 918 ¥ qee & &R
fore <&l sl 9 9% o= ¥, 3 9|

(iv) Add these lines at the bottom of the given paragraph from the 1
next line so as to make this as another paragraph.

A TS AR Bl UUTE b S H STl @3 A SIS 39 Wb AT I
EEi
People gather around the area in huge number to

watch this spectacular celebration and feel very
proud to be an Indian.

Make the above paragraph as justified and change
its colour to green.
AT 3@ IUUHR OTE B STEHES 3K 360b T Bl
ERUCE L
(b) Answer the questions based on the spreadsheet data given below:

T faw M esie T % emuR W weet % IR df

A B C D E
Employee Basic Earned Net
! I\}oam}; Salary HRA Leave Salary
2| XX 14,000 3000 1000
31 YY 17,000 5000 1500
4 | 77 16,000 4000 900
5] WW 15,000 3500 500
(i) Write a formula to calculate net salary of employee XX in cell 1

E2 which is the sum of basic salary, HRA and earned leave.
Copy this up to ES.

¥ B2 TrArdl ol e dadl e & e ue wieen e s it dad,
TIIMRT 37X 3T W B AT &1 39 & &l ES d& &L
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(i1)) Write a formula to calculate total amount of basic salary and show 1
it in the cell B6.
I AU BN HA 3T b & g e fad ofik 39 d@ B6 #
fe@m |

(i11)) Write a formula to calculate average net salary and show it in 1
cell E6.
siraa e et Pt % o e wiger R ot 58 & B6 F frard

(iv) Write a formula to calculate total amount of HRA and earned leave 1

of all employees and show it in cell D6.

Tl Tl % HRA o o1 @d &% $o TS &l 0T &Y K 39 dd
D6 o fe@m|

65/ASS/3-336-B | %
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This Question Paper consists of 6 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 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. 65/ASS/3, Set— on the Answer-Book.
AT ST
1 whenedt ge7-u9 & WA U WX UAT STEHIG srasd fe

FUAT G-I B WG o 6 UF-UF F FA YOf qA U B Sa o den ¢ A uud g %
e SUY BAT 3| 39 9@ @ Sia W B & {6 U whe ' A ¥

3  Sm-giaw ¥ veam-fug s et ffdw wl & oifafem w8t @ ergwaie faes v adandt @
3ATY SETET SR
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DATA ENTRY OPERATIONS
(Theory)
TMET TSl ST
(Rergier)
(336)

Time : 2 Hours] [Maximum Marks : 40
q 2 g [quries : 40

Note : All questions are compulsory and carry marks as indicated against each question.

et ¢ |l weT o ¥ ol Ude W9 & ofh | g9l U ¥

1  Fill in the blanks for the following : %XIO =5
1 & fag e el @ g @i
(a) We use feature to adjust the contents of columns or rows

within the width or height of the column or rows.

e THIER & TN i AT A & Hed Bl b AT A Bl =18 AT
ST o Wi TSR I b [y e

(b) Deleted files or folders are stored in the till they are permanently

removed from there.

feelie @ T wEd U9 wiest T a9 do ©R &d € 99 db 3% Wl
w0 o fediie 7&l fpam &mar %1
(c) ISDN stands for Services Digital Network.
amsugEius (ISDN) &1 gl @& § gides fsired “eas|
65/ASS/3-336-C | % [ Contd...
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(d) To a slide in slide sorter view, simply click on the slide you

wish to move and then drag it to the new location.

WSS 9y g ¥ WSS & HE % e 39 wigs W e &8
&Y & BT I_d & S fhY 39 73 e & @ig s o o)

(e) refers to the cell having column name A and row number 8.

BT GeH ST 9@ 9 a1 & g S| 9™ A iR e U 9@
8 B F

(H) appears at the bottom of the screen when you start the

computer system.

. A % Y REE @ T W W oY el few @ wie
H 2|

(2)  devices accept data and instructions from the user.
~ feomzd IO ¥ ST SR Fee @ Tee w2

(h) _ shortcut key is used to find any word from a text paragraph.
_ 9Tiohe Bl T WA TRE Yk H ¥ fREl 9 @ Wi & fou
BT T

i A is a software program used to access the www and retrieve

data from the web.
Toh e WU & S www § Td9T &ich 99 9 ST Moo &
forw & g ®

() software is a set of programs which are written to perform

specific tasks.

AIFIIT UH YRl &1 9 § e fasiw & & &% fog foman
TR
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2 State True or False: %XIO =5
TE YA T I3

(a) To see the contents on your harddisk, you have to double click on the

drive icon.

TEMSWh & hedd Bl @ & (T, TUHI SFT MZHT UX SqA (i BLAT
BT 7|

(b) Font face, font size and font style are all font attributes.
B %d, B AE 3R B ®Ed a4 BT WEEd e |
(c) HTML is a language used for writing documents on the web.
TIUATA WINT &1 TERT 99 WX SiagHe fae % fag e 5|
(d) URL stands for Universal Review Locator.

JARTA B J0 @ET Tl & griaad g dwel|

(e) CTRL+A is the shortcut key used to select entire document at a time.

CTRLA+A sTéae @ &1 YART QU STRF &l Tk 919 fqade & & g
T B

(f) Cut, Copy and Paste options are found under view menu.
®, HUl 3 U faheq =g A=Y & ofia o 2|
(g) Smart Art graphics is not a part of Excel.

W e Aherd Uoie ol feeam =18l B
(h) Charts can be drawn using insert tab.

AR Bl IS T Bl AGE ¥ T (AT S Tl |
(1) Scroll Bars can be used to move between slides.
ThIA T BT YAN WIESi & a4/ § qd BT & @ BT 5|

(j) Object program is written by the programer and source program is

generated by the compiler after translation.

TSI WM &l TR fT@dn & ik 9 W $usar g ZEd9e &
9 e

65/ASS/3-336-C | @ [ Contd...
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3 Define the following terms : (any two) 1x2=2
e gral i wfvie wifstg ¢ (TRl =)
(a) Software
RILECRE
(b) Auto shapes
CIC
(c) Font style

B ©iEd

4  Write short notes on the following : 2x5=10
1 ox " feoeht fafew -
(a) Data source

T

(b) Input devices

Tge fearw
(c) Autoformat feature
HTIHHE HIE
(d) Inserting page numbers
IS AR TS B
(e) Steps to draw a chart

qe g9 & B

65/ASS/3-336-C | % [ Contd...
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5  Differentiate between the following : 2x5=10
= &% d sid ww By
(a) Copying files and Moving files
WIEAl DI BUN HET S I BT
(b) Sending messages through E-mail and receiving messages through E-mail.
A W HES 9 eiX 9§ HES 9
(c) Saving presentation as a file and as a web page.
UST9T &l Bz &9 § 3 J99 U7 & &9 § 99 BTl
(d) Steps to duplicate slides and to reorder slides
TAgS! Bl SgrAhe BT X UAET HT & A
(e) Microphone and Speaker
HEHIHA SR WehT

6 (a) Based on the given text, answer the following questions : 4+4=8
fu T TRE & ey WX e g9l % IR AT

Republic Day Celebration

Every year our Republic day is celebrated on 26t
January on the Rajpath which has been recently
renamed as Kartavya Path. The Parade and Jhankees
of various states and some government departments
start from one corner and move on the entire path.
All Jhankees are beautifully decorated and showcase
Many school and college students perform dances
and yoga displays in front of the guest area. In the
evening the Rashtrapati Bhawan and India Gate area
is lighted beautifully.

(i) Write the steps to add a word National before Republic in the 1
heading and to make the entire heading Bold, Caps and center
aligned.

3T # s/ Republic § 98@ TH 91 National S X QU &
B dies, B iR X TART TH & B foad |
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(1)) Make the paragraph text Right aligned, change font style as italics 1
and change the colour to Red.
TUTh TRE Bl I TART 9910, Hie ©IEd Bl IR B 3T 39k
[ H @ H g |

(iii) Write the steps to find the word Jhankees in the paragraph and 1

replace it with the word Tableaus. Repeat it for every occurrence of
this word.

e H "Jhankees" 9T @i o 39 "Tableaus" 918 ¥ qee & &R
fore <&l sl 9 9% o= ¥, 3 9|

(iv) Add these lines at the bottom of the given paragraph from the 1
next line so as to make this as another paragraph.

A TS AR Bl UUTE b S H STl @3 A SIS 39 Wb AT I
EEi
People gather around the area in huge number to

watch this spectacular celebration and feel very
proud to be an Indian.

Make the above paragraph as justified and change
its colour to green.
AT 3@ IUUHR OTE B STEHES 3K 360b T Bl
ERUCE L
(b) Answer the questions based on the spreadsheet data given below:

T faw M esie T % emuR W weet % IR df

A B C D E
Employee Basic Earned Net
! I\}oam}; Salary HRA Leave Salary
2| XX 14,000 3000 1000
31 YY 17,000 5000 1500
4 | 77 16,000 4000 900
5] WW 15,000 3500 500
(i) Write a formula to calculate net salary of employee XX in cell 1

E2 which is the sum of basic salary, HRA and earned leave.
Copy this up to ES.

¥ B2 TrArdl ol e dadl e & e ue wieen e s it dad,
TIIMRT 37X 3T W B AT &1 39 & &l ES d& &L
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(i1)) Write a formula to calculate total amount of basic salary and show 1
it in the cell B6.
I AU BN HA 3T b & g e fad ofik 39 d@ B6 #
fe@m |

(i11)) Write a formula to calculate average net salary and show it in 1
cell E6.
siraa e et Pt % o e wiger R ot 58 & B6 F frard

(iv) Write a formula to calculate total amount of HRA and earned leave 1

of all employees and show it in cell D6.

Tl Tl % HRA o o1 @d &% $o TS &l 0T &Y K 39 dd
D6 o fe@m|
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