This Question Paper consists of 25 questions and 15 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 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. 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. Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, Earphone or any
such electronic devices in the Examination Hall.

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

8. Write your Question Paper Code No. 70/0S8/2, Set - on the Answer-Book.

9. (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 / fiesr :

(1) Answers of all questions are to be given in the Answer-Book given to you.
it TEHT o I SATIRT < TR ITR-YETeht | & 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.

39 I3-T3 I Ue o e 15 fime o1 om fean @ 8 | S99 -u o1 foravor gt 1§ 02.15 s
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Note: (i) This question paper consists of 25 questions in all.
(i1))  All questions are compulsory.

(i11)) Marks are given against each question.

(iv) Section — A consists of

(a) Question Nos. 1 to 7 (Multiple Choice type Questions (MCQs) carrying
1 mark each). Select and write the most appropriate option out of the four
options given in each of these questions.

(b) Question Nos. 8 to 17 are Objective type questions. Question Nos. 8 to 10
are carrying 2 marks each (with 2 sub-parts of 1 mark each) and Question
Nos. 11 to 17 are carrying 1 mark each. Attempt Question Nos. 11 to 17 as
per the instructions given for each of the questions.

(v)  Section — B consists of :

(a) Question Nos. 18 to 22 (Very short answer-type questions carrying 2 marks
each) to be answered in the range of 30-50 words.

(b) Question Nos. 23 and 24 (Short answer-type questions carrying 3 marks
each) to be answered in the range of 50-80 words.

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

(d) Section-B offers internal choices for some questions. Attempt only one of the
given choices in such questions.
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Section — A

g g - A

1. help us to see and demonstrate the fluctuations with respect to the stock

market prices. 1
(A) Stock charts

(B) Radar charts

(C) Area charts

(D) Line charts

H Wik HTehe <l hiAdl § & @ IdqR-TeTd ol ¢ 31 38 gHeH d Heg

HAE |

(A) ®i% =
(B) TR
(C) ufwn=r

(D) TR =R

2. What is MS PowerPoint ? 1
(A) A video editing software
(B) A spreadsheet software
(C) A word processing software

(D) A presentation software
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(A) T dfifea Tfsfin aimesr
(B) b T HiFea

(C) U I8 WA ARSI

(D) T Uiy HTFeaR

3. The shortcut key to copy the text is . 1
(A) Ctrl+V
(B) Ctrl+S
(C) Cul+E

(D) Ctrl+C
TRL HIHT B I Wcehe 6l BT R |

(A) Ctl+V
(B) Ctrl+8
(C) Ctl+E

(D) Ctrl+C
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4.  The size of the font is measured in . 1
(A) Dots
(B) Length
(C) Inches
(D) Points
wueH AT HOTd S g |
(A) foig
(B) TS
©) =

(D) dEe

5. What types of function is used to add the cells with respect to a given criteria ? 1
(A) SUM() function
(B) AUTOSUM( ) function
(C) SUMIF( ) function

(D) Criteria function

Teh foU 7T ShTE i o FHR Al 1 U i 3 10 o otg o e o1 SR Bl 8 7
(A) FH() B

(B)  SATETEH( ) FeF

(C) HHEH( ) FoRM

(D) SRTSI( ) %
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6.  Which of the following steps add borders and shading to ordinary text and to the

paragraph ? 1
(A) Home — Paragraphs — Border and Shading

(B) Border — Paragraphs

(C) Paragraph — Cells

(D) Home — Insert — Border

frafafiaa & & fomm Rw & gro wmemo T SR S § St s AfEn tg fru a2 7
(A) B —> WITH —> dfel Tg qfEn

(B) ®Tel — TR

(C) % —> Ted

(D) BH — T —> et

7. This function is used to count the number of numerical values in a range 1
(A) COUNT()
(B) COUNTBLANK()
(C) COUNTIF()

(D) COUNTA()
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TE e ol YA Uh 191 % el TRd HeaTehsh Aot ohi e i o foru e 8
(A) ®18E()

(B) ch1SEscih ()

(C) FHEEF ()

(D) WRTA ()

8.  In the following questions, two statements marked as Assertion (A) and Reason (R)

are given. Choose the correct answer out of the options given below each question : 2

= feu e s < e fou e # 9 Qe (A) 3R G (R) & fafea fern mn |
ek T o A fou 7T foreheui § | T faehed TR ST WS

(1) Assertion (A) : A computer follows the Input — Process — Output (IPO) cycle.

Reason (R) : A computer receives data, processes it and then produces

information as output.

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

(D) (A)is false but (R) is true.

TS (A) @ Toh FHET TG -STHE-3M1S2YL (IPO) H1Shed 1 UTe FHIAT € |

U (R) : Teh HPRLT ST UTH AT 8, TH TH LT g 37 fh 313eYe & &9
T T S TR |

(A) (A) 3 (R) <HT & & 31 (R), (A) T TN 0 HLdT £ |

(B) (A) 3 (R) g &l & W (R), (A) T Gk Iui T2 2 |

(C) (A)FSEW(R) T L |

(D) (A)Ted 8 R (R)HEI 2 |
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(1)) Assertion (A) : Printer is an output device.

Reason (R) : Printer prints the hard copy or printout of the document created in

the computer.

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

(D) (A)is false but (R) is true.
T (A) : Toiet T amseqe feama @ |

B (R) : Tiiet et & Gam fopu 7w gwterst =1 fiieamse = grd it fie wear 2 |
(A) (A) 3 (R) G & & 3R (R), (A) o1 T 0 AT R |

(B) (A) 3T (R) Tl WEl & T (R), (A) T HEH v 78 2 |

(C) (A)®EIE T (R) T 2 |

(D) (A)TEd 2 W (R) TR |

9.  State true or false for the following : 2
(a) System software manages the hardware and basic system operations.

(b)  An antivirus program is considered as system software.
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1 %6 foTe =&t = et fafae
(a) o TTFeRR TR 3R ot Reen J=Te| o Jag- il & |

(b) THTEE T i foeeH TFeaa THT ST & |

10. Fill in the blanks for the following : 2
(a) To select all content in a document, press Ctrl +

(b) The key for deleting text towards left of the cursor is called

fom % ot fis wert <Y gfd <hifvTe
(a) USh QWIS % PR hed i THoide Hid & foTu Ctrl + cETu |

(b) oHER TSI & TS 3T o1 S Teetie sid shi i (Key) 2|

11. The space between the edge of the page and the text is called a . 1

U1 o TR 3R 2o o o=l ohl ST I B A1 2 |
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12. The feature used to create a list and for bringing main points to a reader’s attention is

called . 1

T S 3R UTSehi 1 ST H&d Toigai deh STThiNd il o fo1q T =R 1 3T 2l &
kL] HEA 3 |

13. The orientation of a document can be Portrait or . 1

TEATSIS o1 FNULTH TIe HAT B HHATS |

14. A is used to perform calculations in a spreadsheet. 1
T ITATT TSI B Shobelad Hid o fI BT 2 |
15. To find the highest value in a range, use the function. 1

Torelt 390 © T 31frenan o freptem < forg HaFIH I ITART W, |

16. A chart is useful for comparing data across categories. 1

HTE heTIS % ST % Gl i o fore Iuaifi g 2 |

17. A is a visual representation of data. 1
ST <1 Teh GYATH Tl &I & |
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Section — B

g -9

18. What is the use of animations in a presentation ? 2

Th T2 H TAHIH T ST IR 7
OR /e

What is a Transition Effect ?

TSI S FMEAT S 7

19. What are hardware and software ? 2
TSR R AR R & ?
OR /3T

What is the function of a Mouse ?

TR HI T HE BATS 7

20. What is the role of Main Document in Mail Merge ? 2

e 7S 1 T T 6 o g AN 2 7
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21. Name any two views available in PowerPoint and explain briefly. 2

Tleraige # Suetey fehedl & ot & A fetfgn 3fiv wer o gof Hifvm |

22. What is the importance of a slide in a presentation ? 2

T USie¥H H TATSS I I 7 BT 8 7

23. What is the difference between a system software and an application software ? 3

Téreen AR 3TN Tfeeh ™ HIHea o o< 91 TR & ?

24. Write the steps for changing layout of a slide in PowerPoint. 3

QoY1 U Teh TATEE o1 W33 9ot o Lol fafau |
OR/3AYaT
What is Blank presentation in MS PowerPoint ? Explain its features.

T TF UIeRU1SE H &ieh JolewT T BIAT & 7 3Heh! forIwarati &1 v o |
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25.  What types of documents are required for Mail Merge ? 4

el 7St b ToTq forT Teht o5 EdTalsil shl HATagehd gldl & ?
OR/3aT

Write the steps for creating a Data Source in MS Word for Mail Merge.

T TSl o 10 TH T8 9 1 1T |14 IR 3 o g e o |
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This Question Paper consists of 25 questions and 15 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 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. 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. Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, Earphone or any
such electronic devices in the Examination Hall.

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

8. Write your Question Paper Code No. 70/0S8/2, Set - on the Answer-Book.

9. (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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(1) Answers of all 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 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.
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Note: (i) This question paper consists of 25 questions in all.
(i1))  All questions are compulsory.

(i11)) Marks are given against each question.

(iv) Section — A consists of

(a) Question Nos. 1 to 7 (Multiple Choice type Questions (MCQs) carrying
1 mark each). Select and write the most appropriate option out of the four
options given in each of these questions.

(b) Question Nos. 8 to 17 are Objective type questions. Question Nos. 8 to 10
are carrying 2 marks each (with 2 sub-parts of 1 mark each) and Question
Nos. 11 to 17 are carrying 1 mark each. Attempt Question Nos. 11 to 17 as
per the instructions given for each of the questions.

(v)  Section — B consists of :

(a) Question Nos. 18 to 22 (Very short answer-type questions carrying 2 marks
each) to be answered in the range of 30-50 words.

(b) Question Nos. 23 and 24 (Short answer-type questions carrying 3 marks
each) to be answered in the range of 50-80 words.

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

(d) Section-B offers internal choices for some questions. Attempt only one of the
given choices in such questions.
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Section — A

g g - A

1.  Identify the group in the Home tab under which you can find cut, copy and paste

options. 1
(A) Font (B) Paragraph
(C) Editing (D) Clipboard

B9 29 o 3TaTd 3H YU ! U= FoTe 3TIeh! e, Hidt 37 T & foehed fierd & |
(A) Wi (B) tmmw

(C) Tufsfen (D) focmare

2. Which of the following steps add borders and shading to ordinary text and to the
paragraph ? 1

(A) Home — Paragraphs — Border and Shading
(B) Border — Paragraphs
(C) Paragraph — Cells

(D) Home — Insert — Border
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fraferfga & & for Rw % g nemon TR 37 s # aret 37K wfén v fru Sa & ¢
(A) B —> W —> Sie U afEn

(B) dfet — YR

(C) % — Tl

(D) BW — 3 — T

3. Which option is used to change the colour behind a text selection ? 1
(A) Font colour
(B) Highlight colour
(C) Shading colour
(D) Border colour
Teh ¢ Teiae & i 1 U1 Sge & foft 37 @ forg fashea o1 T BT & 7
(A) HIUZ el
(B) EIEelEE Hell
(C) feT Her

(D) WS HeR
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4. What types of function is used to add the cells with respect to a given criteria ? 1
(A) SUM() function
(B) AUTOSUM( ) function
(C) SUMIF() function

(D) Criteria function

Teh fou 7T SR o FHR Al 1 U i 3 10 o otg o e o1 SR BT 8 7
(A) FH() BRA

(B) SATETEH( ) FeF

(C) HHEH( ) FoRM

(D) SRTST( ) Har

5.  The size of the font is measured in I 1

(A) Dots

(B) Length

(C) Inches

(D) Points

FeH e HESTd g |

Aa) fog

(B) g

(€ =

(D) dige
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6.  The shortcut key to copy the text is . 1
(A) Cul+V
(B) Ctrl+S
(C) Cul+E
(D) Ctrl+C

SHEE I LA I Aiehe i B 8 |

(A) Ctrl+V
(B) Ctrl+8
(C) Ctl+E

(D) Ctrl+C

7. The SUMIF function ignores blank and values. 1
(A) Text
(B) Number
(C) Zero
(D) Negative
TS B e T 3 ISl ol 3@ LT § |
(A) THL
(B) HRTHH
© I
(D) ifea
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8.  Fill in the blanks for the following : 2
(a) To select all content in a document, press Ctrl +

(b) The key for deleting text towards left of the cursor is called

T o6 fore fih wormii 1 i shIfTT
(a) T QTS % I Shed i THeTde i o 1T Crl + gad |

(b) HHT TSI & TS AR o1 TR Tehie 0 1 i (Key) 2|

9. In the following questions, two statements marked as Assertion (A) and Reason (R)

are given. Choose the correct answer out of the options given below each question : 2

e feu Tu wwA @ 91 em fou T E e v (A) 3R O (R) @ fafea e e R

Teeh T o = fqu 1T foehedl § | Tl fashed ot ST ST C

(i) Assertion (A) : A computer follows the Input — Process — Output (IPO) cycle.

Reason (R) : A computer receives data, processes it and then produces

information as output.

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

(D) (A)is false but (R) is true.
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TEI (A) : T HER T -TEH-313YE (IPO) FTEHheT hl T il 2 |

U (R) : Teh HPRI ST UTH AT 8, TH TH LT g 37 fh 31=3eYe & &9
H T 3~ T 7 |

(A) (A) 3R (R) QHI & & 3R (R), (A) T T TUH a1 & |
(B) (A) 3R (R) QHI T8 & T (R), (A) I Heleh v & 2 |
(C) (A)FSEW(R) TR |
(D) (A)Ted 8 R (R)HEI 2 |

(i) Assertion (A) : Printer is an output device.

Reason (R) : Printer prints the hard copy or printout of the document created in

the computer.

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

(D) (A)is false but (R) is true.

T (A) ;e T ssee feamsa @ |

T (R) : oot et # dom fopw e gtars w1 fiieatse = gre it fiic s 2 |
(A) (A) 3 (R) <HT & & 31 (R), (A) T T 0 hLdT £ |

(B) (A) 3 (R) gH @&l & W (R), (A) T Gk 0 T 2 |

(©) (A)TERBW (R)Terd & |

(D) (A)Ted 3R (R) FEIR |
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10.

I11.

12.

13.

State true or false for the following : 2
(a) System software manages the hardware and basic system operations.

(b)  An antivirus program is considered as system software.

1 %6 foTe =&t = et fafae
(a) o TTFeRR TR 3R o Reen J=Te| o Jag- il & |

(b) TG T i Freed |ieda T ST & |

The AutoSum button is found on the tab in Excel. 1

T o 9 T SHTEIEH & I AR |

The orientation of a document can be Portrait or . 1

TEATSS o1 FNUITH TIe AT B HHAT S |

To copy a formula from one cell to another, we just drag the and bring

down to the required cell or cells. 1

T HIHAT I Toh H § GHL H il i o [oT¢ 31 9 ! GiTet AT o TN
YAl e = AT BT 2 |
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14. To find the highest value in a range, use the function. 1
Terelt 390 H wed 31frehm o3y frepTe 6 fotg B T ITART Y |

15. The feature used to create a list and for bringing main points to a reader’s attention is
called . 1
T ST 3R UTaehi 1 ST H&d Toigai deh STThiNd i o fo1q T =R 1 3T 2l &
3" HEA 3 |

16. The AVERAGE function returns value of the given arguments. 1
TaS Here U T 3THeE <6 Iy fresd T g |

17. A is used to perform calculations in a spreadsheet. 1

T I Tg3fie H hepely=g i o oIt g1 8 |
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Section — B

CLERC

18. Define Word Processing Software and Library Information System Software. 2

TS TR TR 3R ATgsI S7hIHIM oRer AIRa ohl TR sHifsTe |
OR/37aT

Define Barcode Reader and OCR.

TS TS 3TN 311 & TR 1 qRATT HIT |

19.  What is a Trackball ? Explain briefly. 2
JhETe FTE 7 Farq B i Hify |
OR/3AYaT

What is the function of a Monitor and what are its types ?

ATt 1 I o1 @ 3T 36 fohdd TR 8 7

20. What is the importance of a slide in a presentation ? 2

T Usie¥H H TATSS I I 08 BT 8 7
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21. What is the role of Main Document in Mail Merge ? 2

e S 1 T T 6 o agf AN 2 7

22. Name any two views available in PowerPoint and explain briefly. 2

Tleraige o Suetey fehedl & ot o A fetfgn 3fiv wer o gof Hifv |

23. Write the steps for changing layout of a slide in PowerPoint. 3

TTeUise H Ueh T3S hl (3713 S o W fIfiay |
OR /3T

What is Blank presentation in MS PowerPoint ? Explain its features.

TH TH YIalUI5e | &ieh Y=o T BIAT & 7 $6eh! freIaanati <1 auiq &t |

24. What is the difference between a system software and an application software ? 3

ey Aiweaat 37 Tftetohs ETwedar o o 941 37t g ?
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25.  What types of documents are required for Mail Merge ? 4

el 7St b ToTq forT Teht o5 EdTalsil shl HATagehd gldl & ?
OR/3aT

Write the steps for creating a Data Source in MS Word for Mail Merge.

T TSl o 10 TH T8 9 1 1T |14 IR 3 o g e o |
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This Question Paper consists of 25 questions and 15 printed pages.

TH - H 25 T a7 15 Gigd T 7 |

Roll No.
STFHTR

9098C DATA ENTRY OPERATIONS Code No.

T, 70/0S/2

S it
ST SET/AC -| C

Day and Date of EXamination .............oooiiiiiiiiiii i

(ateqt 61 T 9 feamn)

Signature of Invigilators 1. ...

(frfietent = B&1ER)

28 . ...t
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 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. 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. Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, Earphone or any
such electronic devices in the Examination Hall.

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

8. Write your Question Paper Code No. 70/0S8/2, Set - on the Answer-Book.

9. (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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T ST

1. wiEmefl So -9 o UEcl I8 W THHT SIHHT 3T e |

2. U YT -UA I A1 o o AT h FHo IBT a1 YT 61 It € T 7 fa gew g
T8 SR N 2 | 30 91 1 i i S o oA his T HE |

3. SIS Tl § 319eh! IR fasedi (A), (B), (C) 31¥aT (D) | | hig e ST A1 & U1 ¢
g ITR-Yfeqept § Tl I foTe 1 2 |

4. TGS Tl b rer-any aeft gt o IR fulfa sty & ffa & @ 2 | asgfs a5
Toru ot & Ty 7l fean Strom |

5. IW-Yfeae § vgaH-fag s sran ffdy vt & sifafer w2 ot srgsraie forem @
lreeff ot 3T SETRT ARAT |

6. whemefl &1 wlen gid ¥ hogoiet, WA B, Y, T I Rl o soreitE
UKL <l o ST 1 IATT TE R |

7. SeA-9F H ToRet off TR o Hag e giore <hi fefe § S1iSt steg & A=t B |
8. Ut IT-Y&Tehl T Y- <hl i HE&AT 70/0S/2, ¥ [ C | ford |

9. (%) TH-TF hadt S/ qrem 1 7 | fowe oft, e 3o =g @ e & e foed) we
ST T ST ¢ Tohd &

3St, f&dl, 3g, UM, Se, qfd, HerieM, sele, dof], HUdl, 3fe,
TSI, Shichult, WU, STEHRT, HuTel, SEHN, §6hd 3R e |

HAT I Gfeh! 7 feu ¢ e 7 forg foh 3 fopm o d s for@ @ # |
(@) gfe 3ma B wa swsh & stfafed frel s wor A s for@a &, @ uedi ==
Trg O g areft Jfedt /mertoan 1 et Shae 3Tkt B |

Note / fiesr :

(1) Answers of all questions are to be given in the Answer-Book given to you.
it TEHT o I SATIRT < TR ITR-YETeht | & 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.

39 I3-T3 I Ue o e 15 fime o1 om fean @ 8 | S99 -u o1 foravor gt 1§ 02.15 s
fora STET | 02.15 91 & 02.30 S Tk B hddd YIT-UF I U N 39 G & QTH o
ITR-YfEThT T 15 I T fora |
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DATA ENTRY OPERATIONS

B1eT Ut AR

(229)
Time : 2 Hours | [ Maximum Marks : 40
quy : 2 "0 | [ 3Afereha™ 37k : 40
Note: (i) This question paper consists of 25 questions in all.
(i1))  All questions are compulsory.

(i11)) Marks are given against each question.

(iv) Section — A consists of

(a) Question Nos. 1 to 7 (Multiple Choice type Questions (MCQs) carrying
1 mark each). Select and write the most appropriate option out of the four
options given in each of these questions.

(b) Question Nos. 8 to 17 are Objective type questions. Question Nos. 8 to 10
are carrying 2 marks each (with 2 sub-parts of 1 mark each) and Question
Nos. 11 to 17 are carrying 1 mark each. Attempt Question Nos. 11 to 17 as
per the instructions given for each of the questions.

(v)  Section — B consists of :

(a) Question Nos. 18 to 22 (Very short answer-type questions carrying 2 marks
each) to be answered in the range of 30-50 words.

(b) Question Nos. 23 and 24 (Short answer-type questions carrying 3 marks
each) to be answered in the range of 50-80 words.

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

(d) Section-B offers internal choices for some questions. Attempt only one of the
given choices in such questions.
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fFém: () EIE-wAPA25TAE |
(i) @i o e § |
(i) Sk T3 o 37eh 3Gk T e T E |
(iv) WUS-3 H HiRferd & :
(a) TH-G&AT 1§ 7 T (Tgfhed™d TR & T (MCQs), T&H 1 3 ) |
e 3 1 fou e = fershedt # & Ted 3uh fashed i TRt fore T R |

(b) JH-TET 8| 17 TS ThR o Y & | TH-TET 8 T 10 T 2 37 H1 8
(I 1 37 T 2 IJU-UTN o 1Y) R TH-F&AT 11 § 17 d IIh T
137 I 8 | TA-TEAT 11§ 17 T ! Teh o To1¢ feu 7 FEeni o 7gaR g
HIfr |

(v) @UE—« T aftyferd & :

(a) TG 18 22 (37T TLTIT ThR o T, T 2 37 ) o I 30 T 50
BcAR: RIS

(b) THH-TEAT 23 3T 24 (TEANT TR b Y, T3 3 37 1) o IA 50 T 80
BICAR: RSl

(c) TI-TEAT 25 (Sr-3ITET ThR 1 T, 4 375 hl) =T 3R 80 T 120 vIsgi &
& |

(d) WUE-9 1 FB I3 o foru ar7aftes foehed fouw mu & | v wwai o few o ferpent @
Y had Teh o1 &1 YA hIfTT |
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Section — A

g g - A

1.  What is MS PowerPoint ? 1
(A) A video editing software
(B) A spreadsheet software
(C) A word processing software

(D) A presentation software
TH TF WIS 1 7

(A) U efifet Tfsfn wiweerr
(B) U Breslle At

(C) T I T ETFaR

(D) T Uiy HTFea=R

2. Which of the following is considered as an important feature of a Trackball ? 1
(A) Output device (B) Pointing device
(C) Storage device (D) Display device

1 o @ R dehaTet Shi Ueh HETIUT TrRISaT O ST Hehdt & 7

(A) IRYC feargm (B) uisfen feamsm
(C) WRS fearsa (D) feo=t feamzm
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3. help us to see and demonstrate the fluctuations with respect to the stock

market prices. 1
(A) Stock charts
(B) Radar charts
(C) Area charts
(D) Line charts
BH Wi AThe i FhITdl § &l T8 IAN-I¢d i ¢@- 3 39 THeH | Teg
HAT2 |
(A) Wik =T
(B) TR

(C) uEr=r

(D) TR =R

4. What types of function is used to add the cells with respect to a given criteria ? 1
(A) SUM() function
(B) AUTOSUM( ) function
(C) SUMIF( ) function

(D) Criteria function
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T T U TSR ¥ ST A 1 U B T R e % SR T T AT R 7
(A) H() FFH

(B)  SATETEH( ) FeF

(C) HHSH( ) R

(D) SRTST( ) Hare

5.  The size of the font is measured in . 1
(A) Dots
(B) Length
(C) Inches
(D) Points
wHUeH RS GO S F
(A) foig
(B) TS
©) ==

(D) dise
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6.  Which of the following category of devices, does the Touch Screen fall into ? 1
(A) Output devices
(B) Input devices
(C) Processing devices

(D) Storage devices

=1 4 9 form Yo 5 Iuentont <t Sofl & 3Tdiid o BhH o1 forn STar g 7

(A) 3m3eye fedrsas
(B) T feamsas
(C) e fearsas
(D) RS feamgds
7. Which of the following is an example of System Software ? 1
(A) MS Word (B) ORACLE
(C) Windows (D) Adobe Photoshop
3T o 1 ey ATReaeR 1 Teh ISE 8 7
(A) THTETE (B) 3Tshet
(C) fa== (D) USH Bl
70/08/2/229-C 8
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8.  State true or false for the following : 2
(a) System software manages the hardware and basic system operations.

(b)  An antivirus program is considered as system software.

e < forw ot =11 et feafta
(a) oy TTFecRR FTEaRR 3R ot freen Y=t o JaeH hidT & |

(b) TIETEE T i foeH HiFeaa THT ST & |

9. In the following questions, two statements marked as Assertion (A) and Reason (R)

are given. Choose the correct answer out of the options given below each question : 2

Hrr few e el 7 91 e fou e E 5 s (A) 3 OR (R) @ fufga feem mn @
Teh T o A fqu T fehedl § | Fel faehed ot STHHT ST C
(1) Assertion (A) : A computer follows the Input — Process — Output (IPO) cycle.

Reason (R) : A computer receives data, processes it and then produces

information as output.

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

(D) (A) is false but (R) is true.
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TEI (A) : T HER T -TEH-313YE (IPO) FTEHheT hl T il 2 |

G (R) : T PR ST UTH AT 8, 0 THH Ll g 3R fH 3=Ye o &9
T T 3~ T 7 |

(A) (A) 3R (R) aHI @&l & 3T (R), (A) 1 Gl qUM HLAT 2 |
(B) (A) 3 (R)QHI &8 § T (R), (A) 1 el vl T & |
(C) (A)FHTWR)TEAE |

(D) (A)TEd 2 W (R) TR |

(1)) Assertion (A) : Printer is an output device.

Reason (R) : Printer prints the hard copy or printout of the document created in

the computer.

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

(D) (A)is false but (R)is true.

TR (A) : Fiiet U rsee fearsa § |

T (R) : et Freget 1 dum fopu 7w gxarers o1 fiieamse = g1 st fie s & |
(A) (A) 3 (R) <HT & & 31 (R), (A) T T 0 hLdT £ |

(B) (A) 3R (R) QHI T8l & T (R), (A) I Heleh v & 2 |

(C) (A)FHIR(R) TR |

(D) (A)7Ted 8 W (R) Tl 7 |
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10. Fill in the blanks for the following : 2
(a) To select all content in a document, press Ctrl +

(b) The key for deleting text towards left of the cursor is called

{7 % fore s wermit 1 gfd <hifee
(a) USh CEATAS % R hed i Toeide i & foTT Crl + Tl |

(b) HE TSI & ST I T S Teetie st sl sl (Key) 2l

11. Software is a set of used to operate computers and perform specific tasks. 1

TR %1 Teh GUE BT & FTEehT ST forsiy it ol st 3T HPged i 37T

0 o U BT 2 |

12. The space between the edge of the page and the text is called a . 1

U1 o TR 3R 2o o &=l <hl ST BT A3 |

13.  The feature used to create a list and for bringing main points to a reader’s attention is

called . 1
T ST 3R UTaeni 1 ST Hed Toigai deh STTehiNd i o fo1q T =R 1 3T 2l &
3 HEA @ |
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14. The orientation of a document can be Portrait or . 1

AT ST SANEYH Tide AaT B THAT S |

15. Symbolic codes or mnemonics are used in language, to improve
programming structure. 1
Taiferss g an it 1 w2 AT § AT TTEHT 1 98at i o g
A |

16. A is used to perform calculations in a spreadsheet. 1

T ITINT W H Shopoisid Hid o et BiaT & |
17. To find the highest value in a range, use the function. 1

Terelt 390 H wed 31frenam e fepTe @ forg HFH T ITAN A, |
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Section — B

CLERC

18. What is System Software ? 2

vy wiwam o 8 ?

OR /Y=

What is a Customized Package ?

HEHTSSE Yool RTBIAT S ?

19. What is the importance of a slide in a presentation ? 2

Toh USimoe  TeTgS ol 1 e BT 7

20. Name any two views available in PowerPoint and explain briefly. 2

gfeRurEe § 3uctsy feheel g1 o3t o I forfgu o7k waw & gui i |

21. What is the role of Main Document in Mail Merge ? 2
et Tl H e e i e ftehT 2t ] 7
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22. What are hardware and software ? 2

BT T HTHRAT FT A & 7

OR /31T

What is the function of a Mouse ?

TR hI T HE BATS 7

23.  What is Application Software ? Explain the different types of Application Software

with examples. 3

AR HIFER T 8 7 TS Teh o TfteTehe™ HiRa3R oh1 S0 <hi 3T 3eT8W0T ford |

24. Write the steps for changing layout of a slide in PowerPoint. 3

QoY1 U Teh TATEE o1 W31 9ot o Lol faafau |
OR/3YaT

What is Blank presentation in MS PowerPoint ? Explain its features.

TH TH YIalUi5e | &ieh Y=o T BIAT & 7 $6eh! freIaanati <1 auiq &t |
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25.  What types of documents are required for Mail Merge ? 4

el 7St b ToTq forT Teht o5 EdTalsil shl HATagehd gldl & ?
OR/3aT

Write the steps for creating a Data Source in MS Word for Mail Merge.

T TSl o 10 TH T8 9 1 1T |14 IR 3 o g e o |
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