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the specified places will lead to disqualification of the candidate.
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This question paper consists of 24 questions in all.

All questions are compulsory.

Marks are given against each question.

Section A consists of -

(a) Q.No. 1 to 8 — Multiple Choice Type Questions (MCQs) Q.No. 1 to 7
carrying 1 mark each and Q.No. 8 carrying 2 marks. Select and write the
most appropriate option out of the four options given in each of these
questions.

(b) Q.No. 9 to 17 — Objective type questions, Q.No. 9 to 10 carry 02 marks
each (with 2 sub-parts of 1 mark each) and Q.No. 11 to 17 carry 01 mark
cach.

Section B consists of -

(a) Q.No. 18 and 19 — Very Short Answer type questions carrying 02 marks
each to be answered in the range of 30 to 50 words.

(b) -~ Q.No. 20 to 23 - Short Answer type questions carrying 03 marks each
to be answered in the range of 50 to 80 words.

(¢) Q.No. 24 — Long Answer type question carrying 04 marks to be answered
in the range of 80 to 120 words.

39 UeT A Hd 24 g 2|

gl UsT e ¥

Td® 9T % " o i T E

|z A § afim ¥

(a) UeT T 19 8 — SEfawedig o & U9 21 U §&m 19 7 Tl
1 3ic6 &1 & a1 W97 G 8 & g 2 i &1 359 wedl ® uds ® R ™
ar fomedl § & w99 SugEd faeed g ot fafeg)

(b) wsH d&ar 9 ¥ 17 — axgies usd &1 usT d&dr 9 ¥ 10 e usH 02 i
1 & (31 IUAMT F TY YAS H 1 %) X e w@en 11 § 17 vah
1 3% &7 T

gz B § i ¥

(a) WsT d@r 18 3K 19 — Ay ST yaR & Usd &, udd & 02 3id
£ 3 ITX &l € 30 ¥ 50 9= &

(b) wed HEar 20 § 23 — @Y ITLT Y b YA &, UdH & 03 3ip & T
AT @ G 50 ¥ 80 o= ®

(c) W9T HEr 24 — < ITT UK &1 U &, 3% 04 3i & 3iT su &
| 80 § 120 s1= #)
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NOTE / fadur :

(1) Answers of all questions are to be given in the Answer-Book given to you.
il gel % IW SRl & T SW ke H & ford

(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.

TH Y-95 I Ugd o fow 15 fe o1 wwg foar mEn § 1 9e-u @ faar S
H 02.15 a1 fFen S| 02.15 s § 02.30 o9 96 BT had H-UF @l gei
AR 39 oM@y & S ST-URERT W HIE S ARl o |

SECTION — A / @U%S - A

1 Which function is used to add a range of numbers in Excel? i |
28 U e S99 1 WA Uad & Ueh {1 b F98 bl US hid b (AU BlidT & 7
(A) ADDC() (B) TOTAL()
(C) SUM() (D). PLUS( )

2  Why would you use the 'justify' alignment in a word document? 1

(A) To align text evenly between left and right margin

(B) To center the text

(C) To align text to the right

(D) to indent the first line of a paragraph

IS TWES | 3T TGS UATSTHE BT TANT Fi HId & ¢

(A) THE & 99 B9 § Q% 3K WSS AT & Sig UdET & & [
(B) 2@ ol ¥ ¥ t@H & [au

(C) T & W32 UATRA & & faU

(D) UTUTH @ gEell WIEH I3 B & foC

3 Which formula is used to find the highest value in a range in Excel? 1
THd ¥ UH (o & Wil 999 Afuead I Maas & Mo 3 @ SE 91 s
SUYAT B¢

(A) = Largest (Al : A10) (B) = MAX (Al : A10)
(C) = HIGHEST (Al : A10) (D) = BIGGEST (A1l : A10)
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4  Why is it beneficial to use Bullets and Numbering in a document? 1
(A) To delete unnecessary text
(B) To present information in an organised way and to bring main points to
a reader's attention.
(C) To convert paragraphs in to tables.
(D) To add animation to the document.
U S H gAZd S AT AN b b R G E 7
(A) oFTayas e fEdie &
(B) 9o @ atyd &9 # Usiec T oY g fge @i ued & e H A
(C) Y% ol 29d § 9gaqr
(D) T@mEe § UTH9H U &

S In MS Word. how do you apply a border to text? 1
(A) Page layout — Border and shading
(B) Insert — Border and shading
(C) Tlome — Paragraph — Border and shading
(D) View — Border and shading
TH TF g€ § Y <RE & | 9isY &y VW Hd & 7
(A) U9 Wemee — dieT Us Qifw
(B) 3¢ — it Us difew
(C) 89 — Wus — qiEY te gfeT
(D) 7 — arx U S

6  This type of chart in a spreadsheet is used to compare values across categories. 1
(A) Pie chart (B) Line chart
(C) Bar chart (D)  Scatter chart
39 A & gAr Weeie # haie 9 Ryd @it dwgw @ gaet & & fag T
ST 1
(A) i = (B) w3 4
(C) s @ (D) hex T

7  PowerPoint consists of different views to help you in the creation and 1
presentation of slides. Identify the incorrect one.
(A) Normal view (B) Slide sorter view
(C) Grid view (D) Slide show view

Uie UTEe ¥ ST T o B & Wil STl TWiEsH a9 iR 3% U9 & A Teg
I 2| A § Ted o # s

(A) e =g (B) wnEe @it &
©€) fre=g (D) wrEs st &g
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8 In the questions given below, there are two statements marked as 2
Assertion (A) and Reason (R). In each question options are given below.
Choose the correet option for your answer.

e fow 7o yeAt | &1 wue fiw T ¥ i st (A) ofit @reor (R) & 9 ¥ fafga
fopa T %1 UE W & A fau M fawedt § 9 WY fawed gt IO it
(i) Assertion (A) : Page Break is used to move content to the next page in
MS Word.
Reason (R) : Pressing "Enter" key multiple times is the best way to
start a new page in MS Word.
(A) Both (A) and (R) are true and (R) is 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.
AMHFHET (A) : TH UH 92 ¥ US 9% &1 YART Heg &l 3FTd 9o § 99 & fag
il 1
& (R) : TH UH 9 H Uh 91 US 6 B B 999 3BT adeer  "Enter”
@l B ®s 91X G4 |
(A) (A) 3T (R) gHl |81 § 3T (R), (A) &1 &el% quie Bl
(B) (A) &t (R) i &8 & v (R), (A) &7 9% vl T2 ¥
(C) (A) w81 & wg (R) @ &
(D) (A) 7@ & utg (R) F& &1
(E) (A) &t (R) I+ & Tod &
(i) Assertion (A): zip/unzip, anti-virus softwares are Utility programs.
Reason (R) : Utility programs bridge the gap between the functionality of
an OS and the needs of users.
(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 truc but (R) 1s falsc.
(D) (A) is false but (R) is true.
(E) Both (A) and (R) are false.
sty (A) : fau/em f, I SFl 981 arae giveadat gieiadl S & sfaeia
3 2
&R (R) : GRfeeT gomg o R ofit g &1 STedal & ard aq &l &
& B
(A) (A) 3T (R) T a8 & &fX (R), (A) &1 §1% ol 2|
(B) (A) ot (R) I &Y & atg (R). (A) &1 " quie el 1
(C) (A) @& & 93 (R) Toa &1
(D) (A) T & 93 (R) @& &1
(E) (A) iR (R) <1 & Tad 2

T0/OSS/2-336-A ] 000000 5 [ Contd...

UNNATI EDUCATION
9899-436-384: 9654-279-279



9  State True / False for the following : 2
(a) The 'Line and Paragraph Spacing' option is found under the Insert Tab.
(b) The 'Header and Fooler', can conlain text, page numbers, dates and images.
frrfafga & & @E/Tea aarsy ¢
(a) 39S 29 & SHAaild wWigd oY Yenms @R faser fraar #
(b) FT X BT ¥ U Tq, U9 FaY, AL@ ST IAA 3@ Tl & |

10 (a) The default page orientation in MS-Word is . 2
T U g% § Swiee U9 SNfdeyH T
(b) To add a Header in a document, tab is used.
TS A &3 & WA &% fag 29 &1 AT Bl ¥
11 _ Store the format of each paragraph and if it is deleted, the text 1

in the paragraph becomes part of the next paragraph.
¥ ydd TUUTE &1 Bt R el & R afy 29 fefae s f§ar s ar
39 W HT SR S T w1 fewdn &9 Sl @)

12 represents the values of the data series plotted in the chart/graph. 1
AL/ H WE B TE ST G Bl Jeg % & @R e ¥

13 The default alignment of text in MS Word is . 1
TH TF 9 § THRS Bl SRS TAEAHE B €l

14  When text needs to be pasted in a document, we use the short cut key .1

WY TRE & ATGYIHAT USH U TH IEAEW H U fhar Wi & a9 &°
STehe I & FAT Hid & |

15 T'o change the page orientation, the tab is used and select orientation. 1
Ul a2y 98ed & o 29 &1 WA B U9 iy fadee i
16 Instead of using a formula to add cell values, which feature can also be 1

used to automatically add numbers in the spread sheet cells.
7 Aogel e & [T BIHET BT WATT B & 950 {6d BT bl wanT | fear o
gadl & fod @ ofie o9 & WY Semfed &7 § U & 9d |

17 The part of CPU which performs the Mathematical operations is called as 1
a9 g & g e foras i e 2 Hedrdl 2|
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SECTION - B /¥ - B

18 ldentify the following: 2

(a) An electromechanical hand held device used for point, click, drag and

drop actions.

(b) It translates printed images into an electronic format that can be stored

in a computer's memory and edited later.

(¢) It is used by banks to convert the scanned image of a typed or printed
page into text that can be edited on the computer.

(d) It produces high quality print, extremely fast and quict while printing,
can print up to 200 pages per minute.

3% GBI

(a) UH o] HohiTha &8 oo (saEq o9 dige, fowe, 7, 319 Va9 & fag warm
fopan iam # |

(b) % fiies Shwil Bl g B & Ziawe BTl & PR Fet B A8 F @
fopar T wehar & @i fhy ae A gfee fear ar &)

(c) 38 ¥l &1 yam fear wiar & fed oy o1 fits 3w w0 fua 38w & @
BT TR & dae g war & S #vgey ux ufee fean o g ¥

(d) @ TRl T 31 %, 9% 9Ed o9 G F B BT & i o W ¥ fie
H{al & I =gH uig f=e 200 o fie &1 gad )

19 Explain the two types of application software each with an example. 2

T YL & Uiy FFeady & Ueh Ueh IEEL0 & G Ui i |

20 Explain the role of the documents involved in Mail Merge in MS Word. 3
Tq UE 9 § 9@ Aol § SNHA SErdal &) it B que @1 |
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21 Explain system software with its types.
fien giTeaay ofit TUeh YaI &1 aud il
OR / @
What are low level languages? Explain its types.
@ A WY FT BRI § 7 36h Wb BT auie He |
22 Explain the role of the following in Internet:
(a) ISP (b) URL
(¢) ISDN
gee A f= &l yiftreer @t avie &
(a) omg wg (b) g W uw
(c) o T <1 Ud
23 ABC School is organizing its annual day celebration and wants to send
invitation letters to parents. The school has a list of parent's names and addresses
stored in an Excel File. Instead of typing each letter manually, they decide to
use Mail Merge in MS Word. Explain the steps involved in merging the Excel
File with the Word Document for this case.
ABC el ® aiities fee@ q S T & S Fel AfHrel dbl FHsmr o O S
¥ @a H sifyradl & A o UE @I foe Uedd wiEd 9 99 & | YdS w0l @
ST ST 2130 %A % §9U o ¥ UF U9 g Z Ud 09 d 9o 9Ed &
T B b = g
24 (a) Differentiate between a web server and web browser with an example
of each.
49 oY 3T 99 TeK & 99 Ia gand S Ydd B Uh Uk Saslv 3|
(b) Explain the role of the "cc¢" and "bece" while composing email.
U HHTS B THY "ec” "bee" @ e H Ui B
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This question paper consists of 24 questions in all.

All questions are compulsory.

Marks are given against each question.

Section A consists of -

(a) Q.No. 1 to 8 — Multiple Choice Type Questions (MCQs) Q.No. 1 to 7
carrying 1 mark each and Q.No. 8 carrying 2 marks. Select and write the
most appropriate option out of the four options given in each of these
questions.

(b) Q.No.9 to 17 — Objective type questions, Q.No. 9 and 17 carry 02 marks
each (with 2 sub-parts of 1 mark each) and Q.No. 10 to 16 carry 01 mark
cach.

Section B consists of -

(a) Q.No. 18 and 19 — Very Short Answer type questions carrying 02 marks
each to be answered in the range of 30 to 50 words.

(b) -~ Q.No. 20 to 23 - Short Answer type questions carrying 03 marks each
to be answered in the range of 50 to 80 words.

(¢) Q.No. 24 — Long Answer type question carrying 04 marks to be answered
in the range of 80 to 120 words.

39 UeT A Hd 24 g 2|

gl UsT e ¥

A% YT B " o e T

g A ¥ i &

(a) UeT T 19 8 — SEfawedig o & U9 21 U §&m 19 7 Tl
1 3ic6 &1 & a1 W97 G 8 & g 2 i &1 359 wedl ® uds ® R ™
i fomedl § & w99 SugEd faeed g ot fafeg)

(b) WeT H&T 9§ 17 — G UsH 21 U g 9 oY 17 yds usH 02
3Bl T & (ST IUHNT & 91 U o1 1 37h) 31T 997 g 10 9 16 vas
1 3% &7 T

gz B § i ¥

(a) W & 18 3R 19 — sifaeg ST YR & Us &, Udd & 02 3%
£ 3 I &I 41 30 ¥ 50 o= B

(b) wed HEar 20 § 23 — @Y ITLT Y b YA &, UdH & 03 3ip & T
AT @ G 50 ¥ 80 o= ®

(c) W9T HEr 24 — < ITT UK &1 U &, 3% 04 3i & 3iT su &
| 80 § 120 s1= #)
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NOTE / i3t :

(1) Answers of all questions are to be given in the Answer-Book given to you.
Tl WAl o TR SR & T I qRkent | € ford |

(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.

TH -9 HI Ged & foiQ 15 T o1 wwE fedn T § 1 9eA-us o1 faeRoT Suel |
02.15 =t foman S@m | 02.15 =S | 02.30 s G B Thadd I99-9 i 927 IR 39
FAY % QRIF o ST-YRaRT T HiE 3T el fora |

SECTION — A / @U%S - A

1 Which Excel function is used to determine the lowest value in a range? i |
fep UoRIT ™ BT WA Wb {of o MY =gAa¥ deq e o forg eiam & ?
(A) MIN() (B) MAX()
(C) MINIMUM( ) (D). FLOOR( )

2 Which formula is used to find the highest value in a range in Excel? 1

Y ¥ UH T % WY WEY s A P % W 3T ¥ EF 1 s
UGS B¢

(A) = Largest(Al": Al0) (By =MAX (Al : A10)
(C) = HIGHEST (Al : A10) (D) = BIGGEST (A1 : A10)
3  What does the formula = COUNT (Al : A10) do? 1

(A) Counts the total number of numeric values in the range
(B) Adds up all the values in the range

(C) Counts both text and numbers in the range

(D) Finds the maximum value in the range

igem = COUNT (Al : A10) &1 &iar &7

(A) T X1 § 2w A @ Gensl B gw wen e ¥
(B) wH (& &I gt gemsi &l wiedr &

(C) ¥ o Tae ofiv deamsit aqf & Al wear 1

(D) @ ¥ srftsas Ieg Frerar 1
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4  THow can we add Headers and Footers in our document? 1
U SEAAS A BH 2 ol P hH Us &Y ahd & ¢
(A) Select Insert -> Header and Footer
(B) Select View -> Header and Footer
(C) Select Paragraph -> Ileader and Footer
(D) Select Home -> Header and Footer

5  Why would you use the "justify' alignment in a word document? 1
(A) To align text evenly between left and right margin
(B) To center the text
(C) To align text to the right
(D) to indent the first line of a paragraph
T2 TEES § 319 TG UAgTHe BT TIHT F41 B & 7
(A) o & §9F B ¥ W SR [EE I o S UeTE b % (WY
(B) o & ¥ ¥ @A &%
(C) e &I Tse UMIET &I & fog
(D) U Bl Gewl WIZH 2 HIA @ foIg

6  Which function is used to add a range of numbers in Excel? 1
38 ¥ fhT %a9 &1 WA VW & Udh {9 & 9% & US i & fU BT & 7
(A) ADD() (B) TOTAL( )
(C) SUM() (D) PLUS()

T The  is the view to use when you preview your presentation to make 1

sure everything is in place. or when you deliver a presentation to an audience.

(A) Slide sorter (B) Slide show
(C) Outline (D) None of the above
T 39 qefbl % WHA U9 YR BAd & 91 9g MY F§ @1 °AIed & [ NI
USieeM ¥ 99 99 gel se WX &, a9 BT YA B § |
(A) wirge |iex (B) wgs s
(C) omee wmE (D) Sulied & ¥ &S &l
70/0SS/2-336-B | |minlsnamtiammmonn 4 [ Contd...
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8 In the questions given below, there are two statements marked as 2
Assertion (A) and Reason (R). In each question options are given below.
Choose the correet option for your answer.

e fow 7o yeAt | &1 wue fiw T ¥ i st (A) ofit @reor (R) & 9 ¥ fafga
fopa T %1 UE W & A fau M fawedt § 9 WY fawed gt IO it
(i) Assertion (A) : Page Break is used to move content to the next page in
MS Word.
Reason (R) : Pressing "Enter" key multiple times is the best way to
start a new page in MS Word.
(A) Both (A) and (R) are true and (R) is 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.
AMHFHET (A) : TH UH 92 ¥ US 9% &1 YART Heg &l 3FTd 9o § 99 & fag
il 1
& (R) : TH UH 9 H Uh 91 US 6 B B 999 3BT adeer  "Enter”
@l B ®s 91X G4 |
(A) (A) 3T (R) gHl |81 § 3T (R), (A) &1 &el% quie Bl
(B) (A) &t (R) i &8 & v (R), (A) &7 9% vl T2 ¥
(C) (A) w81 & wg (R) @ &
(D) (A) 7@ & utg (R) F& &1
(E) (A) &t (R) I+ & Tod &
(i) Assertion (A): zip/unzip, anti-virus softwares are Utility programs.
Reason (R) : Utility programs bridge the gap between the functionality of
an OS and the needs of users.
(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 truc but (R) 1s falsc.
(D) (A) is false but (R) is true.
(E) Both (A) and (R) are false.
sty (A) : fau/em f, I SFl 981 arae giveadat gieiadl S & sfaeia
3 2
&R (R) : GRfeeT gomg o R ofit g &1 STedal & ard aq &l &
& B
(A) (A) 3T (R) T a8 & &fX (R), (A) &1 §1% ol 2|
(B) (A) ot (R) I &Y & atg (R). (A) &1 " quie el 1
(C) (A) @& & 93 (R) Toa &1
(D) (A) T & 93 (R) @& &1
(E) (A) iR (R) <1 & Tad 2
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9 (a) The default page orientation in MS-Word is . 2

w9 uq 9¥ ¥ e U9 ifidee .
(b) To add a Header in a document, tab is used.
TEAS H §ST & SIS & WY 9 H1 YANT BT B
10 Store the format of each paragraph and if it is deleted, the text 1

in the paragraph becomes part of the next paragraph.
¥ g T B B ©I Al & St afe 39 fefee @t faar s ar
39 TG &7 TR SFTA T @ fewEr 99 S #

11 represents the values of the data series plotted in the chart/graph. 1
AR/AE | @I B T3 ST W & Iegd & FO fEE S R

12 The default alignment of text in MS Word is . 1
TH @ R § TR @l Wi TAIRTHE T ¥

13 When text needs to be pasted in a document. we use the short cut key .1

WY TR B AEIADAl U+ U Ueh axdide H U fhar wiar & 99 &H
STShe &I &I TIAN Hid &l

14 To change the page orientation, the tab is used and select orientation. 1
IS Uy geed & fau 29 B YT &L U9 AfidiyH faeee #i|
15 Instead of using a formula to add cell values, which feature can also be 1

used to automatically add numbers in the spread sheet cells.

A AT ST & 0 BT &1 YA B & IS 6T BT B GART | fRar s
Hal & fad @ e S| % A9T offme®s ¥9 ¥ Us & " |

16 The part of CPU which performs the Mathematical operations is called as 1
4 @ g @ g8 W forgd Tftrde e B ¥, HEATT © |
17 State True / False for the following : 2

(a) The 'Line and Paragraph Spacing' option is found under the Insert Tab.
(b) The 'Header and Footer'. can contain text, page numbers, dates and images.
frfafea o ¥ @&/ @d TaRy ¢

(a) THS 39 & oiaviaq @ o dmnw Wi fame fiear 2

(b) ¥sT o Gex F o e, I W, Al oY T = W E
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SECTION - B /@ - B

18 Which peripheral device you will recommend for the [ollowing situations: 2

(a) Is an input device, which takes voice as input.

(b) Tt is a small size plotter to be kept on table with restriction of paper size.

(c) This is a typical monitor looking like a television screen and uses a large
vacuum tube.

(d) This type of printer creates an image directly on paper by spraying ink
through as many as 64 tiny nozzles and offers an excellent middle ground
between dot matrix and laser printer.

e ufiftafoat % fao emo fe 9dieee feasa = 9o 307

(a) & UH 392 feamq & S Q@ @ §992 & &9 H wal &l

(b) TE TH BIE AHI B Wil ¢ 8 Tqd I @I 1 ol © |

(¢) 9% AR I@ F & O B 1 aTE T ¢ oY TEH w21 JuH S Bl W
BIAT %

(d) 39 yBR &I 2T eue 64 B Aiad o Wil fvgs &7 @ s uX fas soar
¥, ud ge €e Afged ud i fiiex & 9w uh Aeagel Rufa @

19 Identify the following: 2

(a) An electromechanical hand held device used for point, click, drag and
drop actions.

(b) It translates printed images into an electronic format that can be stored
in a computer's memory and edited later.

(c) Tt is used by banks to convert the scanned image of a typed or printed
page into text that can be edited on the computer.

(d) Tt produces high quality print, extremely fast and quict while printing,
can print up to 200 pages per minute.

T® wed;

(a) UH Soa2 Hohliehel &5 wes (Sasy g dige, frre, 7, g0 UaeM & g s
fopan T 1

(b) = iz gl @I FoaRITE BHS A ZRACE HIAT & o8 HPGLT Dbl 79 ¥ B
fopar ST @bt & o fT are A ufee fear wan &)

(c) 38 da&f arr wan fmar simar & foad zry a1 fite Ow ux Red 99 & @
®Th SR H Hge [bdl WAl & o &¥gey 9T ufee fepar &1 Gebar &1

(d) @ FEFefre) fiie aar %, 9% 9gd a9 T & W HaT & i 9 WE 9 fie
HIAT & ST 399 wfa fee 200 391 fie & @ )
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20 Explain system software with its types.
feen dirzday SR 3Hs YeRl &l Ui &1 |
OR / &¥an
What are low level languages? Explain its types.

T aw WIS T BT & 7 3HO WhTdl T guie e |

21 Explain the role of the following in Internet:

(a) ISP (b) URL
(¢) ISDN

ecie § P @ i &1 i @

(a) omg Tg @ (b) g oM uw
(c) o ug & U

22  ABC School is organizing its annual day celebration and wants to send
invitation letters to parents. The school has a list of parent's names and addresses
stored in an Excel File. Instead of typing each letter manually, they decide to
use Mail Merge in MS Word. Explain the steps involved in merging the Excel
File with the Word Document for this case.

ABC @ & aiftfes feam Haman i &1 @ o gat sifywast &1 frisor o 99 s
¥ e & aftrasl & AW o U3E @l fuw UrT wra ¥ 89 ¥ Tde del @
T ST 2139 HiA & 99T o 3§ UR U9 9% E0 4 99 § 99 9ed § |
g v $ w9 g |

23 Explain the role of the documents involved in Mail Merge in MS Word.
TH UE IS | Aa Hel o o Sxdrestl @l i @ auie &

24 (a) Differentiate between dial-up and leased line connections.
ST 3T WIos T3 B9 o S Siay TR By |
(b) Name and explain the parts of an email.

A & | &1 AW fog it 39T aviF @il
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This Question Paper consists of 24 questions and 8 printed pages.
34 W99 & 24 weF 1 8 g w F

Roll No. Code No. 70/0SS/2
IIFHE FRA.
sETARE - |(C

Day and Date of Examination

DATA ENTRY OPERATIONS (Theory)
T o e (faeia)
(336)

(78em =@ femt 7 fe=tier)

Signature of Invigilators 1.

(Friveri % e

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 scquential 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, Truc or Falsc, Fill in the blanks, etc.. arc to be given in the
Answer-Book.

5 Write your Question Paper Code No. 70/0S8S/2, Set— on the Answer-Book.

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

AHTE HFed

1. olendt 9799 & Ted YO W OO AN sasd fad

2. FUA UA-UF B Wid o o WA-UH & F& YOI qul WA & SaAr & "ewn ¥ A ugd ye &
a9 FHUT BAT 1 3@ 9@ B S W H o B T wive ww A ¥

3.  sa-YRaw A veam-fag @u guar i wel & afolea &8 @ ageaie foes o aladl @
Y FEET FE|

4. Ty WE fHEE B, 99 oer Tad, Red we w0 oenfe & s, sav giaer § fad)

5. owh sEgReE W ue-T @ @ 4. 70/08S72, - C| R

6. uFTa ¥ Rl W v ¥ Wi orwan gfaen @ fufy F oiech agEw & W= EEm
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DATA ENTRY OPERATIONS (Theory)
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Note :

fodar -

(1)

(ii)
(iii)
(iv)

)

()

(ii)
(iii)
(iv)

V)

This question paper consists of 24 questions in all.

All questions are compulsory.

Marks are given against each question.

Section A consists of -

(a) Q.No. 1 to 8 — Multiple Choice Type Questions (MCQs) Q.No. 1 to 7
carrying 1 mark each and Q.No. 8 carrying 2 marks. Select and write the
most appropriate option out of the four options given in each of these
questions.

(b) Q.No. 9 to 17 — Objective type questions, Q.No. 9 to 10 carry 02 marks
each (with 2 sub-parts of 1 mark each) and Q.No. 11 to 17 carry 01 mark
cach.

Section B consists of -

(a) Q.No. 18 and 19 — Very Short Answer type questions carrying 02 marks
each to be answered in the range of 30 to 50 words.

(b) -~ Q.No. 20 to 23 - Short Answer type questions carrying 03 marks each
to be answered in the range of 50 to 80 words.

(¢) Q.No. 24 — Long Answer type question carrying 04 marks to be answered
in the range of 80 to 120 words.

39 UeT A Hd 24 g 2|

gl UsT e ¥

Td® 9T % " o i T E

|z A § afim ¥

(a) UeT T 19 8 — SEfawedig o & U9 21 U §&m 19 7 Tl
1 3ic6 &1 & a1 W97 G 8 & g 2 i &1 359 wedl ® uds ® R ™
ar fomedl § & w99 SugEd faeed g ot fafeg)

(b) wsH d&ar 9 ¥ 17 — axgies usd &1 usT d&dr 9 ¥ 10 e usH 02 i
1 & (31 IUAMT F TY YAS H 1 %) X e w@en 11 § 17 vah
1 3% &7 T

gz B § i ¥

(a) WsT d@r 18 3K 19 — Ay ST yaR & Usd &, udd & 02 3id
£ 3 ITX &l € 30 ¥ 50 9= &

(b) wed HEar 20 § 23 — @Y ITLT Y b YA &, UdH & 03 3ip & T
AT @ G 50 ¥ 80 o= ®

(c) W9T HEr 24 — < ITT UK &1 U &, 3% 04 3i & 3iT su &
| 80 § 120 s1= #)
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NOTE / i3t :

(1) Answers of all questions are to be given in the Answer-Book given to you.
Tl WAl o TR SR & T I qRkent | € ford |

(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.

TH -9 HI Ged & foiQ 15 T o1 wwE fedn T § 1 9eA-us o1 faeRoT Suel |
02.15 =t foman S@m | 02.15 =S | 02.30 s G B Thadd I99-9 i 927 IR 39
FAY % QRIF o ST-YRaRT T HiE 3T el fora |

SECTION - A /98 - A

1  This feature of Excel 2007 allows you to draw a number ol geometrical 1
shapes, arrows, flow chart elements, stars and more on the worksheet.
(A) legends (B) autoshape
(C) data labels (D) smart art

e 2007 B 8 GIE AT S5 G A S ial, U, Fell 91e Uabed,
VI onfE &l Jhsfie T9 Bl SFTATT ST & |

(A) woisd (B) s
(C) BRI Waw (D) @M e

2 Which function is used to add a range of numbers in Excel? 1
T ¥ g Bas &1 JarT e % T {81 o A Bl UE BT % fo0g Bl & 7
(A) ADD( ) (B) TOTAL()
(C) SUMC( ) (D) PLUS()

3 A teacher wants to calculate the average marks of 10 students in a class. 1

Which Excel function should she use?

s fyrferenr wem & 10 B & SfEd sid Fieben a=dr 21 396 e foog et haem
%1 AN BT @R 7

(A) = SUM (Al : A10) (B) = AVERAGE (Al : A10)
(C) = COUNT (A1l : A10) (D) =1IF (Al : A10)
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4  Which of the following is not a feature in MS-Word? 1
(A) Page Borders and Shading
(B) Spell Check
(C) Automatic Calculation
(D) Find and Replace
79 W T TH TE g% @l Uh Bra] el &7

(A) 5T 9iET ds 9T (B) & %
(C) stiidfed Sagear (D) wrEe te few
5  Why would you use the 'justify' alignment in a word document? 1

(A) To align text evenly between left and right margin

(B) To center the text

(C) To align text to the right

(D) to indent the first line of a paragraph

T TS H 1Y TS UAISTHE Bl FAT F-l 6T & 7

(A) HFE & GHH B9 H W9 SR WSS A & diF U@ET Hd & [WQ
(B) 2o @I "X ¥ Wad & fau

(C) o= &I UZZ TAH FE & faQ

(D) AUTE &I TeEH WIeH T3¢ B & [@T

6  Which formula is used to find the highest value in a range in Excel? 1

A ¥ U (S & Hidt 999 afusdd 9« Maen & fag 399 9§ @M a1 s
ST B 7

(A) = Largest (Al : A10) (B) = MAX (Al : A10)
(C) = HIGHEST (Al : A10) (D) = BIGGEST (Al : A10)

7  To duplicate a slide in PowerPoint which of the following is used? 1
UiauiEe ¥ Ud WS & Sgfadhe i b fow 39 o fpger warT gar &7
(A) Shift+D (B) Ctrl+S
(C) Alt+D (D) Ctrl+Shift+D
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8 In the questions given below, there are two statements marked as 2
Assertion (A) and Reason (R). In each question options are given below.
Choose the correet option for your answer.

e fow 7o yeAt | &1 wue fiw T ¥ i st (A) ofit @reor (R) & 9 ¥ fafga
fopa T %1 UE W & A fau M fawedt § 9 WY fawed gt IO it
(i) Assertion (A) : Page Break is used to move content to the next page in
MS Word.
Reason (R) : Pressing "Enter" key multiple times is the best way to
start a new page in MS Word.
(A) Both (A) and (R) are true and (R) is 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.
AMHFHET (A) : TH UH 92 ¥ US 9% &1 YART Heg &l 3FTd 9o § 99 & fag
il 1
& (R) : TH UH 9 H Uh 91 US 6 B B 999 3BT adeer  "Enter”
@l B ®s 91X G4 |
(A) (A) 3T (R) gHl |81 § 3T (R), (A) &1 &el% quie Bl
(B) (A) &t (R) i &8 & v (R), (A) &7 9% vl T2 ¥
(C) (A) w81 & wg (R) @ &
(D) (A) 7@ & utg (R) F& &1
(E) (A) &t (R) I+ & Tod &
(i) Assertion (A): zip/unzip, anti-virus softwares are Utility programs.
Reason (R) : Utility programs bridge the gap between the functionality of
an OS and the needs of users.
(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 truc but (R) 1s falsc.
(D) (A) is false but (R) is true.
(E) Both (A) and (R) are false.
sty (A) : fau/em f, I SFl 981 arae giveadat gieiadl S & sfaeia
3 2
&R (R) : GRfeeT gomg o R ofit g &1 STedal & ard aq &l &
& B
(A) (A) 3T (R) T a8 & &fX (R), (A) &1 §1% ol 2|
(B) (A) ot (R) I &Y & atg (R). (A) &1 " quie el 1
(C) (A) @& & 93 (R) Toa &1
(D) (A) T & 93 (R) @& &1
(E) (A) iR (R) <1 & Tad 2
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9  State True / False for the following : 2
(a) The 'Line and Paragraph Spacing' option is [ound under the Insert Tab.
(b) The 'Header and Footer', can contain text, page numbers, dates and images.
frafafaa # & @@/ aq 9a=y
(a) 39S 29 & SHAaild wWigd oY Yenms @R faser fraar #
(b) #eT @it $ex ¥ oy e, U A9y, arl@ ofi AW W ad ¥

10 (a) The default page orientation in MS-Word is ; 2
Tq Uq 9% ¥ S%iee US Uy .
(b) To add a Header in a document, tab is used.
eS| 2T &l wied & fog 29 1 Y4 Bl B
11 The part of CPU which performs the Mathematical operations is called as 1
@G g & g ur faed iR e 2 e &1
12 Instead of using a formula to add cell values, which feature can also be 1

used to automatically add numbers in the spread sheet cells.
U Iegel S & {0 WiHET B YA B & Saol g B &1 g3 o e s
a1 & fad @ oiie 8w & w9T Aleried o9 9 Us & ¥ |

13 To change the page orientation, the tab is used and select orientation. 1
ol enfydey™ geee & fog 29 @1 A & U enfidey fawae i
14  When text needs to be pasted in a document, we use the short cut key .1

e SRE hi HEGIAHRAT UsH U Udh S&dol § UL {hal Widl & s &9
qTieehe I &I JaIT Hhid & |

15 The default alignment of text in MS Word is . 1
UH TG 98 § RS & Shiee TAIHS BT g1

16 represents the values of the data series plotted in the chart/graph. 1
AL/ H wie B TS =Ml G B degw % gru e wwh #)

17 Store the format of each paragraph and if it is deleted, the text 1

in the paragraph becomes part of the next paragraph.
Y U I @ BiHe B T & X afe 39 fefie e femr smg ar
39 YTAMH BT TR ST U @l fREEr 9 o Bl
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SECTION - B /@ - B

18 Give an example of: 2

(a) A system software that provides an interface for a user to communicate
with the computer.

(b) System softwares that help in maintenance a computer system.

(¢) A high level language.

(d) An application software for making Spreadsheets

A% H TH SE o

(a) TH FHAUT Sl YT & Y FAIE B & (00 I Bl U 327%T U&H
Ll 2|

(b) Ty Orvedar o FrgeX ey & 9=+g ¥ "3 I &l

(c) U &S g Wi

(d) TH VB I AN TSEH AR HLAT &

19 Identify the following: 2

(a) An electromechanical hand held device used for point, click, drag and
drop actions.

(b) It translates printed images into an electronic format that can be stored
in a computer's memory and edited later.

(¢) Tt is used by banks to convert the scanned image of a typed or printed
page into text that can be edited on the computer.

(d) Tt produces high quality print, extremely fast and quiet while printing,
can print up to 200 pages per minute.

g% UEEI-:

(a) TS ol Sl £T tee feasy WY uide, foem, 31, 3 UasM & fow wam
fepar s ®)

(b) Tz fiiee A &l Saaie BN ¥ AW HIAT & H HT & FH § BIX
fopan &1 wapar ¥ o AT @ ® ufee fear wmar #)

(c) 3§ Faf &0 v fohan wrar & fed 2y a1 fiee ua w Rea 399 & @&
Hh SRS W Hrae hdl Wl & 9 HgeY UT ufse fopar o |ehar 1

(d) =& TR 2 3T ¥, 98 Sgd 99 A F HW B & 3 i wE q i
HLAT & T 399 9fa free 200 9= e 21 9w £
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20 Explain system software with its types.
e giweaaR o 385 THRI & Ui B
OR / sz

What are low level languages? Explain its types.

T Wad WIS T BT & ¢ 38 WehTl ol Juie i |

21 Explain the role of the following in Internet:

(a) ISP (b) URL
(¢c) ISDN

$ethe § e B g @ 9o Bt

(a) omg T 9 (b) J R Tw
(¢) oM U < U

22 ABC School is organizing its annual day celebration and wants to send
invitation letters to parents. The school has a list of parent's names and addresses
stored in an Excel File. Instead of typing each letter manually, they decide to
use Mail Merge in MS Word. Explain the steps involved in merging the Excel
File with the Word Document for this case.

ABC wpe ® Jiities feaq waman <11 Ter @ i Fel Afiraal & Fresr o 99 s
¥ oo ® ofvrasl & W ot U3 @l foe U WEd ¥ 99 ¥ yde wel @l
AT T 22U B F A0 T W UH U9 g€ FR0 A Hqe ¥ U1 e £
Udr B H 2 g

23  Explain the role of the documents involved in Mail Merge in MS Word.
T U g€ A A A9l A SN IRrastt @i e & auiT i |

24 (a) What is the role of a web browser? Name any 2 web browsers.
A9 TSR B YT /1 3 7 b2l A 99 FEsR & A q@d |
(b) Differentiate between Telnet and FTP.
TAHE A UE & 41 & " SfaT W |
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