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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. 69/MAY/4, Set [A] on the Answer-Book.

6. In case of any doubt or confusion in the Question Paper, the English version
will prevail.

336/MAY/217A ) IHI\II\II\IIIﬂHII\IIIIHIIIIIIIIIIIHI|IIII\| [P.T.O.
Unnati Educations

9899436384, 9654279279



AT QT -
1. Temeff Je-vF % UEel U8 W T TR vy ford |

2. YA Y- I A9 o b Y-UF < Hel IBI AT T hl 31 & T & T Juw I8 & g
SR B 2| 38 91 hI A9 ff W foh T s F9 7 7

3. IWM-YfEaehl § vgaH-Tog s stan ffdy womi o ifafcs &l off srspams fore w afeeff =t
IR AT SR

4. WE YA G T s, g€l steEn o, ok e o anfe % 3w, Sw-gfede o g
5. 3O IT-YRETHT W TH-TF HT HIE G0 69/MAY/4, &< [a] forg|
6. -9 H el i weohR % wag srean gfaen i feufa o il srgere & @ B

336/MAY/217A LR R
Unnati Educatlons

9899436384, 9654279279



DATA ENTRY OPERATIONS
BTeT Ut JATORYH

( Theory )
(forgr)
(336)
Time : 2 Hours | [ Maximum Marks : 40
g ;2 °gue | [W : 40

Note : (i) This question paper consists of 24 questions in all.
(i) Al questions are compulsory.
(iij) Marks are given against each question.
(iv) Section—A consists of

(a) Question Nos. 1 to 8—Multiple-choice type questions (MCQs).
Question Nos. 1 to 7 carrying I mark each and Question No. 8
carrying 2 marks. Select and write the most appropriate option out
of the options given in each of these questions.

(b) Question Nos. 9 to 17—Objective-type questions. Question Nos. 9
and 10 carry 2 marks each (with 2 sub-parts of I mark each) and
Question Nos. 11 to 17 carrying 1 mark each. Attempt these
questions as per the instructions given for each of the questions
11 to 17. (Few questions are ‘Fill in the blanks’ type.)

(v) Section—B consists of

(@) Question Nos. 18 and 19—Very short answer-type questions
carrying 2 marks each to be answered in the range of 30 to 50
words.

(b) Question Nos. 20 to 23—Short answer-type questions carrying
3 marks each to be answered in the range of 50 to 80 words.

(c) Question No. 24—Long answer-type question carrying 4 marks to be
answered in the range of 80 to 120 words.

An internal choice has been provided in some of these questions. You
have to attempt only one of the given choices in such questions.

o : (i) 3@ 99-u1 ° $A 24 IH B
(i) @l s fEmt 2
(i) UI% U % b IHh wHA few T 2|
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(iv) WUE—h
(a) T T@N 1 ¥ 8 T Sg-foshedd oA &l YW @ 1 § 7 9% § YIS TH
® ] Ik Bl T TN 8 % fou 2 3k §| yds wuA o feu wu fasweut ° @
ey wedl faehed w1 AR ford |
(b) TR T 9 W 17 G IEIME Y &1 I T 9 T 10 H ¥ TS b 2 IFh
g (1 3% 9 2 IY-YTN Afgd)| I HEA 11 | 17 9% § YIh B ] 3Ih
Bl T ER gl & W E) (v uH Te sl @l 9y gHR % 1)
(v) Wis—g
() 9 T 18 Td 19 i og-3u™ YHN & I 8| IS I % 2 Ih B
Y& T H1 IW 30 B 50 vt A S|
(b) I TEAT 20 ¥ 23 TH-ITT THR & Y 3| TIH TH & 3 3ih §l TS
Y T IW 50 ¥ 80 Wdl H ¢
(c) ¥ T 24 <rH-ITT ThR BT YA 7, THh 4 37 8| THHI W 80 ¥ 120
el H T
FB T H Ak foshed fem w81 fou v st foshedi W@ TRt wH
& B

( . . . . )
(1) Answers of all questions are to be given in the Answer-Book given to you.

aft T % IW MR & T IW-Yaen § & ford|

(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. to 2:30 p.m., the
students will read the question paper only and will not write any answer on
the Answer-Book during this period.

W YH-TF H Ued & fw 15 fime w1 wwa fon w21y w fawor goe #
2:15 9 TR ST@W| R 2:15 o9 ¥ 2:30 S T B had FHA-UH HI TG 3N
3 A & G I IW-YRAH! W HIg I A& foram |

\. y,
SECTION—A
Eus—h
1. Which of the following components of a chart specifies the values of the

data series plotted? 1
(A) Data labels (B) Tick mark
(C) Legends (D) Chart title
I BT TH T HH-HT N Wi H TS e GRS H I gmidr 27
(A) ST e (B) f= mmh
(©) wigE (D) =R et
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2. Which of the following functions helps to calculate sum of values in a

range based on certain given criteria? 1
(A) COUNTIF (B) SUMIF
(C) MAX (D) AVERAGE
TH T HH-T1 BHRHE G T HIIE h IFIAR Th o h Sogsd & A febrerar 27
(A) COUNTIF (B) SUMIF
(C) MAX (D) AVERAGE
3. Which of the following is a valid mathematical operator? 1
(A) ++=4 B) /@b
(C) -=5 (D) /
T ¥ HH-T1 TH Ay T TR 7
(A) ++%4 B) /@b
(© -x5 D) /

4. Which of the following shortcut keys is used to select all the texts in a

document? 1
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
i @ e wwe f g0 CERN QU SRRt e e 9 7
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
5. Which of the following tabs helps to change font type? 1

(A) Insert (B) Layout
(C) Design (D) Home
Hie 237 sco & fow e98 @ forg 89 1 wee off St 22
(a) = (B) wHame
(C) fewmsa (D) @™
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6. What is the value of the formula =(A1/B1)+ (C1/D1), if the values of

Al=15,B1=5, C1=10 and D1 =2°? 1
(A) 7 (B) 8
€ 9 (D) 6
®HAT = (A1/B1)+ (C1/D1) @ e + &rft afg A1=15, B1=5, C1=10 3R
D1=2 27
(A) 7 (B) 8
) 9 (D) 6
7. Which of the following is not a valid page size in Word? 1
(A) Letter (B) Legal
(C) A4 (D) Postcard
o H ST ¥ HIHA-H1 Th 9y IS WSS TE 8 ?
(4) «X (B) et
(C) A4 (D) URHIE

8. In the questions given below, there are two statements marked as
Assertion (A) and Reason (R). Choose the correct answer for these
questions out of the choices given below in each question : 1x2=2

(i) Assertion (A) :
Using Bullet points for lists are preferred over long sentences.
Reason (R) :

Bullet points bring the information directly to the reader’s
attention and separate the lists in the usual length of text.

(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 true but (R) is false
(D) (A) is false but (R) is true
(E) Both (A) and (R) are false
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(i) Assertion (A) :
Inserting page numbers is essential for lengthy documents.
Reason (R) :

Page numbers allow easy and effective navigation and referencing
within a document.

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

(E) Both (A) and (R) are false

f fer ey § & we Y (A) 3R HROT (R) % ®9 H 3ifed feu mw B WA
gt % fou = fou T faseni & @ @& foshew T4 -

(i) HATHAT (A) :
fore & fotu @@ TRl & 9ol goie uised M1 i uEe T Sran 2
RO (R) :

Foic Uised | 39 FIAI W UISH 1 HH Wa: IEhNA & Il 8 3R geole
Ui W 3IaT JRL e dRe | It oft g ST R

(A) (A) 3 (R) SFf & € 3 (R), (A) %1 & a0 @

(B) (A) 3 (R) SFi wél & &k (R), (A) 1 @l avi & 2
(C) (A) ¥& ® Afth (R) e 2

(D) (A) 7@ & oif6d (R) @l &

(E) (A) 3R (R) QM Tefd &
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(ii) FIHAT (A) :
A9 TEES % fOU U9 9 36 R e BT 2l
%R (R) :

U9 e ¥ qEES % Hial AEET § 3R WWET @ H gE d% ugdl S
Hehdl 2l

(A) (A) 3 (R) GFf && & 3t (R), (A) 1 G a0 B

(B) (A) 3 (R) <Fi @&t & Afhd (R), (A) &1 & avid 7 2
C) (A) && ? AfFT (R) TTera

(D) (A) Te@ & AfRT (R) & R

(E) (A) 3R (R) T Tord &

9. State True or False : 1x2=2
(a) Delete key erases the text to the right of the cursor position.

(b) Paper margins cannot be changed using ruler.

& AT TMeld STy

(%) feefle 1 HET disied & Tge @9 hl AN TR feefie wHud 2|
(@) ®e’ H gl ¥ U9 A 1 & See 1 Tehal &l

10. Fill in the blanks : 1x2=2

(a) Font determines the emphasis or weight that the letters have
when they are displayed.

(b) determines the height of each line in the paragraph.

(%) W< __ Jeiid g are 338 % W&Y (emphasis I weight) 1 fgifa
H 2l

(@) YA% s < Al <kl grge b i sl Rl
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11. shortcut key is used in place of Paste Command. 1

T HHE & WH T ke <hl T TAMT BT B

12. tab helps to insert a picture in an Excel worksheet. 1

%4, UgHd gsiie # fueRR 39 i T Heg il 2|

13. In the Zoom dialog box, you can select option to display multiple
pages of your document on the screen. 1
SE SEAM died H 3T faehed 1 TR I TS o Hodldd Usi i BhiA
R fe@n a2

14. Which shortcut key is pressed to insert a page break? 1

U Sk 3 i o [0 ford wideme hl &l eam@n Sdn 372

15. Which function key is pressed if you want to check the spelling and
grammar of the text in a document? 1

cEeS B SR hl Wi 3 UM 96 & & i fohd %M sl 1 comn Sar 87

16. Which area of the memory is used to hold the cut or copied items of text? 1
THRT % He FRT MU 3R i fopu U mmser 1 WA & fow aur % TR Wi s
2l 87

17. Basic shapes button is found on the toolbar. 1

_ TOOR R e W 1 §ed 9 Sl R
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SECTION—B
T is—g

18. (@) What is a computer? Name two input devices. 2
Or

(b) Define operating system. Give two examples of operating system.

(%) X F 27 & Y fearsdi & AW faRau)
e
(@) AR ey w1 gfenfya Hifw) sRfen fawem & @ 3erwn dfu)

19. Ravi prepared the topic ‘Output Devices’ for his class test. He got the
following 2 marks question in the test. Help him to answer this :

What is a plotter and how does it work? Name two types of plotter. 2

o 9 IRy feamas fowd W 3 Fo™ ¢ % fofu qurdt i 3| o # Ty
frem S 2 37l # A1l W IW ¢ § Heg HINT

AT 1 BT 8 3N TR B B Hal 27 @ BN & Wil & AW fafgy)

20. Name the following : 3

(a) A software that reads high-level language program and translates it
into machine language program

(b) A low-level language which uses mnemonics

(c) A high-level language which is a popular object-oriented programming
language

Or

Name the following :
(a) Rules by which every computer language is bound
(b) Program generated by the compiler

(c) A language which is directly understood by the computer
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= % am faRae

() Tk FIFRII S gRE-dddd &S UM bl el & R e 38 93fi9 e qium o
3raTfed T &

(@) T dAl-ddd eSS e &1 W& s 8

() TH FE-TA S S TR Th AR Seeide-3ius Wi et ]
Ferar

/= % 9m fafau .

(%) J&H HIX o oA Fmil g s1ew Bt '

(@) HEEeR % G S fohar g

(T) TH I S HE G Y wmsft S weRdl @

21. Write three advantages of Mail Merge feature in Word. 3
T2 U UA 7S BRR & AW o fafau)

22. What is Data Source? Write any two methods by which you can prepare
data source. 3

ST |IE 1 87 SRT H¥ IR i o fohgl @ alehi & R § fAfem)

23. Answer/Name the following (any three) : 1x3=3

(a) Is this a valid e-mail ID?

workmail@gmail.com
(b) This protocol is used for sending Internet e-mail
(c) This is the address of a computer which is linked to the Internet
(d) It is an electronic document written in HTML computer language

(e) 1t is a protocol which is also known as the ‘glue’ of the Internet
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= % I frey/am fafaw (€ @) -

() & IE Teh 99 I-HA 380 Slo 87

workmail@gmail.com

(W) 39 WIElhie 1 AN §eLE 3-0a U % g g 2

(T) ¥ TH FHEY H UgH B S e ¥ forae g R

(9) € Th gowieh cwaEs & S HTML Wi # fer@n e g 8
(T) ¥8 TH W 8 & 3eie &1 7 Wt w1 I g

24. (a) What is a web server? What it is responsible for? Name any two web

Server programs. 2
(b) Define web page. What can a web page contain? 2
(%) 99 IR 91 BT 27 I8 foraeh foru e grar 87 fohdl 1t 99 T Tl o 9
faRau|

(@) 99 U5 1 gy Aifsm) 99 O § s @ S dehar 27

* Kk ok
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This Question Paper consists of 24 questions and 12 printed pages.
™ YE-T H 24 WA q91 12 qigd 98 @l

Roll No. Code No. 69/ MAYI4
S wre o

Set /¥ B
DATA ENTRY OPERATIONS
T1eT Ut AR
( Theory )
(g )

(336)

Day and Date of EXxamination ..o
(v <1 e @ feen)

Signature of Invigilators L e

(fFrietept = BEATRN)

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. 69/MAY/4, Set on the Answer-Book.

6. In case of any doubt or confusion in the Question Paper, the English version
will prevail.
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DATA ENTRY OPERATIONS
BTeT Ut JATORYH

( Theory )
(forgr)
(336)
Time : 2 Hours | [ Maximum Marks : 40
g ;2 °gue | [W : 40

Note : (i) This question paper consists of 24 questions in all.
(i) Al questions are compulsory.
(iij) Marks are given against each question.
(iv) Section—A consists of

(a) Question Nos. 1 to 8—Multiple-choice type questions (MCQs).
Question Nos. 1 to 7 carrying I mark each and Question No. 8
carrying 2 marks. Select and write the most appropriate option out
of the options given in each of these questions.

(b) Question Nos. 9 to 17—Objective-type questions. Question Nos. 9
and 10 carry 2 marks each (with 2 sub-parts of I mark each) and
Question Nos. 11 to 17 carrying 1 mark each. Attempt these
questions as per the instructions given for each of the questions
11 to 17. (Few questions are ‘Fill in the blanks’ type.)

(v) Section—B consists of

(@) Question Nos. 18 and 19—Very short answer-type questions
carrying 2 marks each to be answered in the range of 30 to 50
words.

(b) Question Nos. 20 to 23—Short answer-type questions carrying
3 marks each to be answered in the range of 50 to 80 words.

(c) Question No. 24—Long answer-type question carrying 4 marks to be
answered in the range of 80 to 120 words.

An internal choice has been provided in some of these questions. You
have to attempt only one of the given choices in such questions.

o : (i) 3@ 99-u1 ° $A 24 IH B
(i) @l s fEmt 2
(i) UI% U % b IHh wHA few T 2|
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(iv) WUE—h
(a) T T@N 1 ¥ 8 T Sg-foshedd oA &l YW @ 1 § 7 9% § YIS TH
F 1 b 2| TH T 8 & foy 2 3k &) yAS g A feu MU fywmedi # @
ey wedl faehed w1 AR ford |
(b) TR T 9 W 17 G IEIME Y &1 I T 9 T 10 H ¥ TS b 2 IFh
g (1 3% 9 2 IY-YTN Afgd)| I HEA 11 | 17 9% § YIh B ] 3Ih
Bl T ER gl & W E) (v uH Te sl @l 9y gHR % 1)
(v) Wis—g
() 9 T 18 Td 19 i og-3u™ YHN & I 8| IS I % 2 Ih B
Y& T H1 IW 30 B 50 vt A S|
(b) I TEAT 20 ¥ 23 TH-ITT THR & Y 3| TIH TH & 3 3ih §l TS
Y T IW 50 ¥ 80 Wdl H ¢
(c) ¥ T 24 <rH-ITT ThR BT YA 7, THh 4 37 8| THHI W 80 ¥ 120
el H T
FB T H Ak foshed fem w81 fou v st foshedi W@ TRt wH
& B

( . . . . )
(1) Answers of all questions are to be given in the Answer-Book given to you.

aft T % IW MR & T IW-Yaen § & ford|

(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. to 2:30 p.m., the
students will read the question paper only and will not write any answer on
the Answer-Book during this period.

W YH-TF H Ued & fw 15 fime w1 wwa fon w21y w fawor goe #
2:15 9 TR ST@W| R 2:15 o9 ¥ 2:30 S T B had FHA-UH HI TG 3N
3 A & G I IW-YRAH! W HIg I A& foram |

\. y,
SECTION—A
WU

1. Which of the following tabs helps to change font type? 1
(A) Insert (B) Layout
(C) Design (D) Home
T 289 deed & fiu 31 & frg 39 Y Hee ot I 27
(A) T (B) w3
(C) festre (D) @™
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2. What is the value of the formula =(A1/B1)+ (C1/D1), if the values of

Al1=15,B1=5, C1=10 and D1=2? 1
A 7 B) 8
€ 9 (D) 6
®iHAl = (A1/B1)+ (C1/D1) % 9oy F1 gfff afg A1=15, B1=5, C1=10 3R
D1=2 ®7?
A 7 B) 8
€ 9 (D) 6

3. Which of the following is not a valid page size in Word? 1
(A) Letter (B) Legal
(C) A4 (D) Postcard
o€ U 370 @ H-F1 Th 99 U T1EH T 2 ?
(a) @ (B) e
(C) A4 (D) dWRHE

4. Which of the following shortcut keys is used to select all the texts in a
document? 1
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
T @ form widehe 1 g AN H GU SR Uy fooiee fRam Smar 27
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D

5. Which of the following is a valid mathematical operator? 1
(A) ++=4 B) /@b
(C) -=5 (D) /
T ¥ BH-T TH Ay T TR 7
() ++x4 B) /@b
(© —x5 D) /
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6. Which of the following functions helps to calculate sum of values in a

range based on certain given criteria? 1
(A) COUNTIF (B) SUMIF

(C) MAX (D) AVERAGE

U ¥ HA-TT BFH < TS HETE & IFTER Th o I doga &1 A0 Freprerar 27

(A) COUNTIF (B) SUMIF

(C) MAX (D) AVERAGE

7. Which of the following components of a chart specifies the values of the

data series plotted? 1
(A) Data labels (B) Tick mark

(C) Legends (D) Chart title

TR BT FH H BA-H1 BN Wie H T el WS B ey gutar 27

(A) ST Taed (B) fesb wmeh

(C) wSigd (D) = 2Tsed

8. In the questions given below, there are two statements marked as
Assertion (A) and Reason (R). Choose the correct answer for these
questions out of the choices given below in each question : 1x2=2

(i) Assertion (A) :
Using Bullet points for lists are preferred over long sentences.
Reason (R) :

Bullet points bring the information directly to the reader’s
attention and separate the lists in the usual length of text.

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

(E) Both (A) and (R) are false

336/MAY/217B LR R
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(i) Assertion (A) :
Inserting page numbers is essential for lengthy documents.
Reason (R) :

Page numbers allow easy and effective navigation and referencing
within a document.

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

(E) Both (A) and (R) are false

f fer ey § & we Y (A) 3R HROT (R) % ®9 H 3ifed feu mw B WA
gt % fou = fou T faseni & @ @& foshew T4 -

(i) HATHAT (A) :
fore & fotu @@ TRl & 9ol goie uised M1 i uEe T Sran 2
RO (R) :

Foic Uised | 39 FIAI W UISH 1 HH Wa: IEhNA & Il 8 3R geole
Ui W 3IaT JRL e dRe | It oft g ST R

(A) (A) 3 (R) SFf & € 3 (R), (A) %1 & a0 @

(B) (A) 3 (R) SFi wél & &k (R), (A) 1 @l avi & 2
(C) (A) ¥& ® Afth (R) e 2

(D) (A) 7@ & oif6d (R) @l &

(E) (A) 3R (R) QM Tefd &
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(ii) FIHAT (A) :
A9 TEES % fOU U9 9 36 R e BT 2l
%R (R) :

U9 e ¥ qEES % Hial AEET § 3R WWET @ H gE d% ugdl S
Hehdl 2l

() (A) 3 (R) gHT =& & 3 (R), (A) 1 & avi B

(B) (A) 3 (R) 2Ff wél & & (R), (A) 1 @l oo & 2
(C) (A) ¥ % A (R) Tord B

(D) (A) 7o & W (R) & R

(E) (A) 3R (R) M 7@ &

9. State True or False : 1x2=2
(a) Ctrl+ X key combination is used for copying the text.
(b) For deleting selected text, Delete key is pressed.
el AT eI Sy
(%) Ctrl+X & TIISH I TN TR 1 Hidl HH & fore gar 2|
(@) T MU e w feelle wH & fow feelte S @ qEmEn Smam 2l

10. Fill in the blanks : 1x2=2

(a) Position the insertion point at the line where the page should end and
press Ctrl + Enter keys to insert a

(b) |

button is used to create a list.
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ﬁﬁmaﬁnﬁq

(F) TEIH UiEe I 3H BA W W & IS ol @cH 81 I8¢ FR Ctrl + Enter
$ gaTd qifeh Th 3| Topam o T

@) | o e F TN TH fore s & fog g R

11. shortcut key is used in place of Paste Command. 1

T HHE & WH T ke <hl T TAM BT &

12. If cell Bl contains an amount of ¥2,021:00 and cell B2 contains
¥ 3,051-50, then the value of the formula =Bl + B2 will be . 1

Ife 1 B1 ¥ T 3MRE 2,021-00 %o fo@ U & 3R I B2 # 3,051-50 %o for@
T A BT =B1+ B2 & 9 gl

13. By default a line spacing is set at . 1
dihice gRT Uh e W R Fe fRam T B R

14. Which key combination makes the text alignment as justified? 1

fpg &1 TANH ¥ TRE P TEEES Th § VAT TR Srar 72

15. Name the orientation option which is same as printing the page vertically
from top to bottom. 1

39 NReyE forhed &1 9w wdET fEd 09 1 W 4 AR H 3R e fr S R

16. Which function is used to find the arithmetic mean value of given 20 values? 1

& M 20 IS H s M Fepen % fu feE hewE w1 T gar 8

17. All arguments of a function are given within . 1

G % ot I % % & fo@n s 21

336/MAY/217B ] 9 IHI\II\IIIIIﬂIIIIIHIIIHIIIIHIIIIIHIHI|I|| [ P.T.O.
Unnati Educations

9899436384, 9654279279



SECTION—B
T is—g

18. Ravi prepared the topic ‘Output Devices’ for his class test. He got the
following 2 marks question in the test. Help him to answer this :

What is a plotter and how does it work? Name two types of plotter. 2

o 9 Ry feamas fowd W 3 Fo™ ¢ % foru qurdt i 3| o # Ty
frem St 2 37l #1 A1l W IW ¢ § Heg HINT

AT 1 BT 8 3N T8 B B Hal 87 @ BN & Wil & AW fafgy)

19. (@) What is a computer? Name two input devices. 2
Or

(b) Define operating system. Give two examples of operating system.
(%) IR T 87 q Y feamal & am fafau)

rora
(@) AT feen &1 qftaiva Hife) SArfen fen & @ e 4

20. Write three advantages of Mail Merge feature in Word. 3
¢ ° O ol HreR & A9 @y fefau)

21. What is Data Source? Write any two methods by which you can prepare
data source. 3

R A" R 27 S 9 QUR i % fhdl @ adel % Sr # fefgu)

22. Answer/Name the following (any three) : 1x3=3

(a) Is this a valid e-mail ID?

workmail@gmail.com

(b) This protocol is used for sending Internet e-mail
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(c) This is the address of a computer which is linked to the Internet
(d) 1t is an electronic document written in HTML computer language
(e) 1t is a protocol which is also known as the ‘glue’ of the Internet

= % sm afy/ m ffew (@8 @)
() FT Ig Teh 99 $-UA 330 Slo 87

workmail@gmail.com
(W) 39 U & R 3 3-0d W9 % fau g @

() I8 Th HrIE T UgH & Sl 3¢ ¥ oo gren @

(9) IE Th g gEaEs & S HTML 9 # for@n e g 3
(8) & Th UiEhicl B 5@ eTie 1 ‘T ot her W @

23. Name the following : 3

(a) A software that reads high-level language program and translates it
into machine language program

(b) A low-level language which uses mnemonics

(c) A high-level language which is a popular object-oriented programming
language

Or

Name the following :
(a) Rules by which every computer language is bound
(b) Program generated by the compiler

(c) A language which is directly understood by the computer
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= % AW fafag -

(%) T RSN A EH-ad oias T ! el & 3R TR 30 7efie ofes dium o
FgaTied Tl B

(@) Th Al-dad oifes o e &1 T wd @

() T FE-TT S S fh Th AL Ieorde-3iuee T w3
Ferar

f= &% 9m fafaw .

(%) ToH HR o T el g et Bt @

(@) HMEeR o g SFe fopam mam T

() Th WM S HFE g WY wH S wehell B

24. (a) What is a web server? What it is responsible for? Name any two web

server programs. 2
(b) Define web page. What can a web page contain? 2
(%) o9 T FT BT 27 I Toheeh forg foreR gt 87 fovdl &t 99 WeR Wi & ™
ferfe|

(@) 99 U ! gy Hifsm) 99 O § s @ S dehar 27

* Kk ok
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This Question Paper consists of 24 questions and 12 printed pages.
™ YE-T H 24 WA q91 12 qigd 98 @l

Roll No. Code No. 69/ MAYI4
S wre o

Set /¥ C
DATA ENTRY OPERATIONS
T1eT Ut AR
( Theory )
(g )

(336)

Day and Date of EXxamination ..o
(v <1 e @ feen)

Signature of Invigilators L e

(fFrietept = BEATRN)

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. 69/MAY/4, Set on the Answer-Book.

6. In case of any doubt or confusion in the Question Paper, the English version
will prevail.
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AT QT -
1. Temeff Je-vF % UEel U8 W T TR vy ford |

2. YA Y- I A9 o b Y-UF < Hel IBI AT T hl 31 & T & T Juw I8 & g
SR B 2| 38 91 hI A9 ff W foh T s F9 7 7

3. IWM-YfEaehl § vgaH-Tog s stan ffdy womi o ifafcs &l off srspams fore w afeeff =t
IR AT SR

4. WE YA G T s, g€l steEn o, ok e o anfe % 3w, Sw-gfede o g
5. 3O IT-YRETHT T TH-TF I HIE G0 69/MAY/4, &2 [c] ferd|
6. -9 H el i weohR % wag srean gfaen i feufa o il srgere & @ B
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DATA ENTRY OPERATIONS
BTeT Ut JATORYH

( Theory )
(forgr)
(336)
Time : 2 Hours | [ Maximum Marks : 40
g ;2 °gue | [W : 40

Note : (i) This question paper consists of 24 questions in all.
(i) Al questions are compulsory.
(iij) Marks are given against each question.
(iv) Section—A consists of

(a) Question Nos. 1 to 8—Multiple-choice type questions (MCQs).
Question Nos. 1 to 7 carrying I mark each and Question No. 8
carrying 2 marks. Select and write the most appropriate option out
of the options given in each of these questions.

(b) Question Nos. 9 to 17—Objective-type questions. Question Nos. 9
and 10 carry 2 marks each (with 2 sub-parts of I mark each) and
Question Nos. 11 to 17 carrying 1 mark each. Attempt these
questions as per the instructions given for each of the questions
11 to 17. (Few questions are ‘Fill in the blanks’ type.)

(v) Section—B consists of

(@) Question Nos. 18 and 19—Very short answer-type questions
carrying 2 marks each to be answered in the range of 30 to 50
words.

(b) Question Nos. 20 to 23—Short answer-type questions carrying
3 marks each to be answered in the range of 50 to 80 words.

(c) Question No. 24—Long answer-type question carrying 4 marks to be
answered in the range of 80 to 120 words.

An internal choice has been provided in some of these questions. You
have to attempt only one of the given choices in such questions.

o : (i) 3@ 99-u1 ° $A 24 IH B
(i) @l s fEmt 2
(i) UI% U % b IHh wHA few T 2|
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(iv) WUE—h
(a) T T@N 1 ¥ 8 T Sg-foshedd oA &l YW @ 1 § 7 9% § YIS TH
F 1 b 2| TH T 8 & foy 2 3k &) yAS g A feu MU fywmedi # @
ey wedl faehed w1 AR ford |
(b) TR T 9 W 17 G IEIME Y &1 I T 9 T 10 H ¥ TS b 2 IFh
g (1 3% 9 2 IY-YTN Afgd)| I HEA 11 | 17 9% § YIh B ] 3Ih
Bl T ER gl & W E) (v uH Te sl @l 9y gHR % 1)
(v) Wis—g
() 9 T 18 Td 19 i og-3u™ YHN & I 8| IS I % 2 Ih B
Y& T H1 IW 30 B 50 vt A S|
(b) I TEAT 20 ¥ 23 TH-ITT THR & Y 3| TIH TH & 3 3ih §l TS
Y T IW 50 ¥ 80 Wdl H ¢
(c) ¥ T 24 <rH-ITT ThR BT YA 7, THh 4 37 8| THHI W 80 ¥ 120
el H T
FB T H Ak foshed fem w81 fou v st foshedi W@ TRt wH
& B

( . . . . )
(1) Answers of all questions are to be given in the Answer-Book given to you.

aft T % IW MR & T IW-Yaen § & ford|

(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. to 2:30 p.m., the
students will read the question paper only and will not write any answer on
the Answer-Book during this period.

W YH-TF H Ued & fw 15 fime w1 wwa fon w21y w fawor goe #
2:15 9 TR ST@W| R 2:15 o9 ¥ 2:30 S T B had FHA-UH HI TG 3N
3 A & G I IW-YRAH! W HIg I A& foram |

SECTION—A
Eus—<h
1. Which of the following is not a valid page size in Word? 1

(A) Letter (B) Legal
(C) A4 (D) Postcard
o< U g | SH-F1 Th 99 U HIgS A& 27
(A) (B) o
(C) A4 (D) =SS
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2. What is the value of the formula =(A1/B1)+ (C1/D1), if the values of

Al=15,B1=5, C1=10 and D1=2? 1
(A) 7 (B) 8
€ 9 (D) 6
®iHAl = (A1/B1)+ (C1/D1) % 9oy F1 gfff afg A1=15, B1=5, C1=10 3R
D1=2 &7
A) 7 (B) 8
€ 9 (D) 6

3. Which of the following tabs helps to change font type? 1
(A) Insert (B) Layout
(C) Design (D) Home
Hid IEU deo o fow 390 ¥ fpm 39 Y weg oft ST ] 7
(A) T (B) =L
() festre (D) &m

4. Which of the following shortcut keys is used to select all the texts in a
document? 1
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D
T ¥ 58 widhe I gRI e # QU RS THATY fooide feRar Smar 27
(A) Ctrl+F (B) Ctrl+T
(C) Ctrl+A (D) Ctrl+D

5. Which of the following is a valid mathematical operator? 1
(A) ++=4 B) /@b
(C) —=5 (D) /
T W AT Th 9y MO S 27
(A) ++=4 B) /@b
(C) -=5 (D) /
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6. Which of the following components of a chart specifies the values of the

data series plotted? 1
(A) Data labels (B) Tick mark
(C) Legends (D) Chart title
e B H  HH-FT HUMS Wil H T T HS A Iy gutar B2
(A) ST Teed (B) fe wmeh
(C) wisieH (D) =% e
7. Which of the following functions helps to calculate sum of values in a
range based on certain given criteria? 1
(A) COUNTIF (B) SUMIF
(C) MAX (D) AVERAGE
TH T HE-T BRHE G T LA H AR Th & hH dogs H A0 feprerar 27
(A) COUNTIF (B) SUMIF
(C) MAX (D) AVERAGE

8. In the questions given below, there are two statements marked as
Assertion (A) and Reason (R). Choose the correct answer for these
questions out of the choices given below in each question : 1x2=2

(i) Assertion (A) :
Using Bullet points for lists are preferred over long sentences.
Reason (R) :

Bullet points brings the information directly to the reader’s
attention and separate the lists in the usual length of text.

(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 true but (R) is false
(D) (A) is false but (R) is true
(E) Both (A) and (R) are false
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(i) Assertion (A) :
Inserting page numbers is essential for lengthy documents.
Reason (R) :

Page numbers allow easy and effective navigation and referencing
within a document.

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

(E) Both (A) and (R) are false

f fer ey § & we Y (A) 3R HROT (R) % ®9 H 3ifed feu mw B WA
gt % fou = fou T faseni & @ @& foshew T4 -

(i) HATHAT (A) :
fore & fotu @@ TRl & 9ol goie uised M1 i uEe T Sran 2
RO (R) :

Foic Uised | 39 FIAI W UISH 1 HH Wa: IEhNA & Il 8 3R geole
Ui W 3IaT JRL e dRe | It oft g ST R

(A) (A) 3 (R) SFf & € 3 (R), (A) %1 & a0 @

(B) (A) 3 (R) SFi wél & &k (R), (A) 1 @l avi & 2
(C) (A) ¥& ® Afth (R) e 2

(D) (A) 7@ & oif6d (R) @l &

(E) (A) 3R (R) QM Tefd &
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(ii) FIHAT (A) :
A9 TEES % fOU U9 9 36 R e BT 2l
%R (R) :

U9 e ¥ qEES % Hial AEET § 3R WWET @ H gE d% ugdl S
Hehdl 2l

(A4) (A) 3 (R) Gt & ¥ ot (R), (A) F @& avF R

(B) (A) 3 (R) eFi wdl & wifst (R), (A) 1 @& ool & 2
(C) (A) ¥ § Afth (R) e @

(D) (A) Tofd ® Wfehd (R) &&l @

(E) (A) 3R (R) gHI Terd &

9. State True or False : 1x2=2

(a) |2— | button is used to make numbered list.

(b) Ctrl+V key is used in place of Undo command.

g I TAd §d1sT

(®) |2 — | 5 &1 yEm e fore s & forw 2 R

(@) Ctrl+V &l &l g HAE & agat A foram Sram 2|

10. Fill in the blanks : 1x2=2
(a) sub-menu under Home tab is used to add border and shading.
(b) Left, Right, Center and Decimal are types of which can be set

as per our requirements.
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ﬁﬁmaﬁnﬁq
(%) BW 3 H IFAld __ HE-HI 1 TN st 3R AT W wW F foAw Bar Bl

(@) A%, U, Het 3 HHA % YR & g 1ol STavaeshdr % AR 8
ERIBSIGIR

11. is the basic type face in which the letters are displayed. 1
aftres erey Ha 2 e ser wefifa 2 #)

12. Each of a worksheet has unique reference or address. 1

THAE & TAS BT I G 1B I U BT 2|

13. The paper available for printing purpose can be chosen from options
like Legal, Letter or A4. 1

fifén & 2w ¥ STy IW I e, A AT A4 fohedi B A AT AT Tehal B

14. Name the features of Word which are used to make columns of text and
are set at 0-5" intervals from the left margin. 1

T2 & 37 HIH &1 9H fIge N SRE ok HicH 99 & fw T a8 3R T =18
T ¥ 0.5" % e@d W A fRar S R

15. Name the keys that erases the text to the left and right of the cursor. 1
3 IS % AW fafgr St wE F 9 3R T IR F we w1 feefie wdt F

16. Which area of the memory is used to hold the cut or copied items of text? 1
HFL % e Tohu MU R HIdt AT T 3TMEe W W o T BE 6 foRg Wt w1 SR
a1 87

17. A is a grid of columns which are designated by letters; and rows
which are designated by numbers. 1

U fUrs Bt @ S wiem (e 31l & femmn Sar ) 3R O (o = & femmn
ST 2) ol fieeRt s 2
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SECTION—B
T is—g

18. (@) What is a computer? Name two input devices. 2
Or

(b) Define operating system. Give two examples of operating system.
() H FM 87 A FYe feamgai & @ fofay

YT
(@) srRfén fawen # gfonfya fifvu) sfRfin fawem & @ sgew )

19. Ravi prepared the topic ‘Output Devices’ for his class test. He got the
following 2 marks question in the test. Help him to answer this :

What is a plotter and how does it work? Name two types of plotter. 2

o 7 Ry feames’ fowg W W Fo 3w & fou dur@ €1 3@ ew ° frm ww
e S 2 3Rl # A1l I IW ¢ H HEg HINT

AT FT BT & 3N T8 Y HE Al 87 A THR o WL & AW fdRay|

20. What is Data Source? Write any two methods by which you can prepare
data source. 3

ST |IE 91 87 ST HE AR HH % fohal @ dlehl o IR H farag)

21. Answer/Name the following (any three) : 1x3=3

(a) Is this a valid e-mail ID?

workmail@gmail.com
(b) This protocol is used for sending Internet e-mail
(c) This is the address of a computer which is linked to the Internet
(d) It is an electronic document written in HTML computer language

(e) It is a protocol which is also known as the ‘glue’ of the Internet
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fir % I Afe/Am fafar (@ @) -

(%) HIT Ig Th Y 3-HA 330 Slo 27

workmail@gmail.com

(@) 39 Idhiel 1 T WS $-Ued WS & forw grem 2
() I8 Th HIX BT UgH & I W ¥ foge gam B
(9) 48 T Soiagieh &S g S HTML 91 8 foman mn gar 2

(3) I8 TH WIS & 8 sere &1 ‘o oft e S @

22. Write three advantages of Mail Merge feature in Word. 3
TE | 7 TS IR % dF @ fafeu)

23. Name the following : 3

(a) A software that reads high-level language program and translates it
into machine language program

(b) A low-level language which uses mnemonics

(c) A high-level language which is a popular object-oriented programming
language

Or

Name the following :
(a¢) Rules by which every computer language is bound
(b) Program generated by the compiler

(c) A language which is directly understood by the computer
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= % AW fafag -

(%) T RSN A EH-ad oias T ! el & 3R TR 30 7efie ofes dium o
FgaTied Tl B

(@) Th Al-dad oifes o e &1 T wd @

() Th EE-TEd ol o1 foh T SRR Sffesge -3t Snfi v @
Ferar

f= &% 9m fafaw .

(%) IAH HX oiaw oA FRml g e gt ®

(@) HHIER o g SR fopan mn wm

() Th AT S HFE g WY wweht S wehdl @

24. (a) What is a web server? What it is responsible for? Name any two web

Server programs. 2
(b) Define web page. What can a web page contain? 2
(%) 99 "R 91 BT 27 I8 fohaeh foru fwieR grar 87 fohdl gt 99 Ta Tl o 9
fafau)

(@) 99 U9 1 YRIYd HIfT| 99 U9 § 1 @ ST Hehdl 87

* ok k
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