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General Instructions:

1.  Candidate mustwrite 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 the 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. Fortheobjective type of questions, you have to choose any one of the four alternatives given in the
questions i.e. (A), (B), (C)and (D) and indicate your correct ansiyér 1h the Answer-Book given to you.

4. Allthequestions including objective type questions are to be angwered within the allotted time and
no separate time limitis fixed for answering objective type questichs.

5. Makingany identification mark in the Answer-Book or wri hng;Rﬁ] | Number anywhere other than
the specified places will lead to disqualification of the candidate,,

6. Candidatewill not be allowed to take Calculator, Mobile PhonesBluetooth, Earphone or any such
electronic devices in the Examination Hall. o .,_":

7. Incaseofany doubtor confusion in the question paper, the Ehglisil Version will prevail.

Write your Question Paper Code No. 70 /MAY/3, Set -| A |on the Answer-Book.
9. (a) The Question Paper is in English/Hindi medium only. However, if you wish, you cananswer

inany one of the languages listed below :

English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi, Odia,
Guijarati, 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/fw .

(1)  Answers of al] questions are to be given in the Answer-Book given to you
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(2) 15 minutes time has been allotted to read this question paper. The question paper will be

distributed at 2 15 p.m. From 2,15 P-m. t02.30 p.m,, the students wil] read the question
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DATA ENTRY OPERATIONS
(STeT TA SATITA)
(229)

Time : 2 Hours] aV [Maximum Marks : 40
| 12U LM [qute : 40
o
Note: (i)  This Question Paper consists of 25 qués (81 in all.
(i)  Allquestions are compulsory- L

(i) Marks are given against eachquestion,
(iv)  Section— A consists of :

Frieaé?
(a)  Question Nos.1to 7 (Multiple Gheicé type Questions (MCQs) carrying 1 mark each). Select
and write the mostappropriate optiort out of the four options given in each of these questions.

()  Question Nos. 8 to 17 are Objective type questions. Q. No. 8 to 10 are carrying 2 marks each.
(with 2 sub-parts of 1 mark each) and Q. No. 11 to 17 are carrying 1 mark each. Attempt
Question Nos. 11 to 17 as per the instructions given for each of the questions.

(vV)  Section—B consists of :
(@  Question Nos. 18 to 22 (Very short answer type questions carrying 2 marks each) to be
answered in the range of 30 to 5U'words

(b)  QuestionNos. 23 and 24 (Short 3"5‘\ 91‘ T type questions carrying 3 marks each) to be answered
in the range of 50 to 80 words. +.

() QuestionNos.25 (Longansweg t}PE question carrying 4 marks) to be answered in the range
of 80 to 120 words.

(d)  Section-Boffers internal choices for spme questions. Attempt only one of the given choices in
such questions.
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SECTION - A

Tvg - 3

1. Bold is a font style which can be applied (o 4 text by pressing which of these shoyt
cut keys? : | (1]
(A) CTRL +1 (B) CTRL +U
(C) CTRL + B : 5. (D) CIRL#*2Z
mWWWﬁﬁﬁWﬁ%ﬂmﬂﬁméﬂQWW%me%?
(A) CTRL +1 (B) CTRL +U
(C) CTRL +B (D) CTRL + 2

2. Which feature allows you to Copy the formatting of one part of the text to
another? 1]
(A) Format painter (B) Copy and Paste
(C) Find and Replace (D) Styles
(A) Witz ¥ B) = sty
(C) =z e fram (D) ey

3. Toalign the text in the middle of the Page, which of the following alignment option
can be used? - 1
(C) Center Align (D) Point Align

maﬁ&a%aﬁmﬁﬁvwmﬁﬁaﬁmﬁnuﬁﬁmmﬁzﬁmmm%Wm
AT 27 '

(A) ffem tomga (B) Z=et temem
(C) &z terzm (D) gz veme

4. Identify the chart that shows relative Proportions or contributions toawhole: [1]
(A) Bar Chart (B) Line Chart
(C) Pie Chart (D) Scatter Chart
wﬂﬁmﬁqﬁ@fﬁmmﬁwmﬂmﬂaﬁa@ﬁméz
(A) == (B) @ =ré
(C) urg = (D) W ure

S.  Which Tab is ysed to insert a new slide in PowerPoint? (1]
(A) Design (B) Insert
(C) Home (D) File
ﬁm%ﬁ@ﬁémmm%ﬁmﬁmiammmmﬁ?
(A) fesma (B) 3w
(€) &m (D) wrw
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Which steps help you 10 see more functions in Excel?
(A) Formula Tab — AutoSum — More Il*‘unctJirmc;.
(B) Home Tab — AutoSum —» Functions P
(C) Insert Tab — More Functions |

(D) Page Layout Tab — Functigns

6.

(1]

derien 1 ot aifir v 1 3w form o w2 1 wag ot A 27

(B) qE > SR _ A
(C) ;:g'é?ﬁ—-)ﬁ'(mm
(D) ¥ AR ¢F — G (N

Underline, Italics are example{bff‘é{

(A) Font Size
(C) Font Face

7.
(B) Font Style

(A) ‘fmm (B) Wiz w2
(C) W T (D) Wiz R

8. Inthe questions given
(R) are given. Choose
question and write your answer. ...

i) Assertion(A) : Windows is a system software.

below, two statements marked as Assertion (A) and Reason
the correct answer out of the options provided below e
(2]

(1]

(D) Font Colour

ach

for running the computer

Reason (R) Systemssoftware is responsible
and controlling various operations of the computer.

(a) Both(A)and (R)
(b) Both (A)and (R) are true
(c) (A)istrue but (R) is false
(d) (A)is false but (R) is.true

ed

are true and (R) 1s correct explanation for (A).
but (R) is not the correct explanation for (A).

application software.

i) Assertion(A) : MS PowerPoint is a generaliz
Led softwares are written to cater to user’s general

Reason (R) : Generali

needs steh as preparing
prepari:ngpresentations etc.

documents, drawing pictures,

(R) is correct explanation for (A)-

(a) Both (A)and (R) are-true and
Eti (R) is not the correct explanation for (A).

(b) Both(A)and (R)ar€ true but
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10.

11.

12.

m
ﬁﬁummﬁﬁamwmammq(mmmm@ﬂ’“*‘“""m Rl
ﬁﬁ“ﬁﬁmw;amma
) WA (A) ;e v frew w8 _

&R (R)  : foreen wiwim Fwog @ e o st e w9 S

ferm formtam g 21

(2) (A) 3t (R) 2 5 ? it (R), (A) =01 wéiep a0 2
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(©) (A)wé 2w (R)mem @
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() (A)®A R (R) Tem 3
(d) (A)Tea 2w (R) w2

Write True or False for the following : (2]

i) Indenting a paragraph enables it to set off from other text.
1) By default the tab stops are set at 0.9 inch intervals from the left margin.

= & forg vt /e feafam -
i) @mﬁﬁﬁnﬁﬂmﬁmﬁmgmﬁ@mél
ii) mﬁ%ﬁmaénﬁqﬁo.%a%aimmﬁzﬁﬁl

Fill in the blanks : [2]
1)  Short cut key for cut is ;
i)  Short cut key for copy is

fieh Tl @t wfto
) & F o nidwe & 2l
i) & oo wideme H 2l

The sum function is used to a range of cells, (1]

T GRH F 306N Tl % o I ) A % foru 2 3

Function used to get the highest of the given numbers is 1]

ﬁﬂmiaﬁﬁﬂafﬁméﬂuﬁ%%q Ww“ﬁ%l
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/ H mﬁ brings the cursor on the top of the document. (1]
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IN, MAX or AVERAGE

f arguments which can be used in MIN,
1]

2wt 2l

(7, MamT umbe” ®
Functlonsl /%m |
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- SECTION-B
™ s

18. Which device 15 used to prmt documents° What are its types” 2]
mﬁﬂﬁzaﬁ%mmﬁaﬁammﬁmﬁ?mmw%?
OR/&U

board? Describe it briefly.
ga% 3 e 8 A0 cal
ifferent from @

puter system? How it is d
2]

What type of device is Key
Frare ford TEHT & farzE 87

19, What is the function ofa speaker in com
microphone?

Wnte about two functions 'E;f an operat ing system.
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20.

21.

22,

235

24.

25.

What is the use of Mail Merge Wizard? 2]

et T forrd ) e gwafiven 37
2]

What is the use of slide sorter view in PowerPoint?
TR ise § TAIEE Wil 7 it w4 w2
(2]

What is the use of spell check feature in PowerPoint?

iR Uige # ©ie A e & Iudifia @ 27

What is computer language? Explain its classification. Give an advantage of each
type of computer language. [3]
Www%?maﬁmwﬁmmélmmaﬁwwm@maﬁ@

Describe the features used to enhance a presentation. 3]

T SOV B A T % Y e v et e ot
OR/32ran

Explain the importance and features of Design templates in PowerPoint presentations.

e Wige SeteeR W fEweA Sreien 5 wee ain favanai @ avi &)

Write the steps for creating a Data source in MS Word. (4]

U4 UF 92 1 2e 9| a9 & R fafau)
OR/ae=n

What is Mail Merge? Explain in detail the steps for creating a data source in
MS Excel.
HeA 0 o 27 UH UF Uacl § 2121 @M daR &t o ol @ &1 quia it
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