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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 all questions, including Matching, True or False, Fill in the blanks,
etc., are to be given in the Answer-Book only.

5. Write your Question Paper Code No. 69/SS/ACV/A, Set u 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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gm‘mÝ¶ AZwXoe …

1. narjmWu àíZ-nÌ Ho$ nhbo n¥ð> na AnZm AZwH«$‘m§H$ Adí¶ {bI|&

2. H¥$n¶m àíZ-nÌ H$mo Om±M b| {H$ àíZ-nÌ Ho$ Hw$b n¥ð>m| VWm àíZm| H$s CVZr hr g§»¶m h¡ {OVZr àW‘ n¥ð> Ho$ g~go
D$na N>nr h¡& Bg ~mV H$s Om±M ^r H$a b| {H$ àíZ H«${‘H$ ê$n ‘| h¢&

3. CÎma-nwpñVH$m ‘| nhMmZ-{M• ~ZmZo AWdm {Z{X©ï> ñWmZm| Ho$ A{V[aº$ H$ht ̂ r AZwH«$‘m§H$ {bIZo na narjmWu H$mo
A¶mo½¶ R>ham¶m OmEJm&

4. {‘bmZ H$aZm, ghr AWdm µJbV, [aº$ ñWmZ ^aZm, Am{X g{hV g^r àíZm| Ho$ CÎma, CÎma-nwpñVH$m ‘| hr {bI|&

5. AnZr CÎma-nwpñVH$m na àíZ-nÌ H$m H$moS> Z§0 69/SS/ACV/A, goQ u {bI|&

6. àíZ-nÌ ‘| {H$gr ^r àH$ma Ho$ g§Xoh AWdm Xþ{dYm H$s pñW{V ‘| A§J«oOr AZwdmX hr ‘mÝ¶ hmoJm&
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CERTIFICATE IN DATA ENTRY OPERATIONS

( Theory )

S>mQ>m E§Q´>r Am°naoeÝg ‘| à‘mU-nÌ
( {gÕmÝV )

(632)

Time : 2 Hours ] [ Maximum Marks : 30

g‘¶ … 2 KÊQ>o ] [ A{YH$V‘ A§H$ … 30

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

{ZX}e … g^r àíZ A{Zdm¶© h¢ Am¡a àË¶oH$ àíZ Ho$ A§H$ CgHo$ gm‘Zo {XE JE h¢&

1. Expand the following terms : ½×4=2

(a) OCR

(b) FORTRAN

(c) DSL

(d) POP

{ZåZ{b{IV eãXm| H$m {dñVma H$s{OE :

(H$) Amo0 gr0 Ama0

(I) ’$moaQ´>mZ

(J) S>r0 Eg0 Eb0

(K) nr0 Amo0 nr0

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

g^r àíZm| Ho$ CÎma AmnH$mo Xr JB© CÎma-nwpñVH$m ‘| hr {bI|&
(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.

Bg àíZ-nÌ H$mo n‹T>Zo Ho$ {bE 15 {‘ZQ> H$m g‘¶ {X¶m J¶m h¡& àíZ-nÌ H$m {dVaU Xmonha ‘|
2:15 ~Oo {H$¶m OmEJm& 2:15 ~Oo go 2:30 ~Oo VH$ N>mÌ Ho$db àíZ-nÌ H$mo n‹T>|Jo Am¡a Bg Ad{Y
Ho$ Xm¡amZ do CÎma-nwpñVH$m na H$moB© CÎma Zht {bI|Jo&
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2. Define the following terms : ½×5=2½

(a) Plotter

(b) Print Preview

(c) Worksheet

(d) Save As

(e) Report

{ZåZ{b{IV eãXm| H$mo n[a^m{fV H$s{OE :

(H$) ßbm°Q>a

(I) qàQ> àrì¶y

(J) dH©$erQ>

(K) god Eog

(L>) [anmoQ>©

3. Describe the following words : ½×5=2½

(a) Slide Sorter

(b) Scrollbars

(c) Functions in Excel

(d) Form in Access

(e) Slide Templates

{ZåZ{b{IV eãXm| H$s ì¶m»¶m H$s{OE :

(H$) ñbmBS> gm°Q>©a

(I) ñH«$m°b~ma

(J) E³gob ‘| ’§$³eZ

(K) Eo³gog ‘| ’$m°‘©

(L>) ñbmBS> Q>oåßboQ²>g

Unnati Educations 
9899436384, 9654279279



632/SS/ACV/A/706 5 [ P.T.O.

4. Write short notes on the following : 2×2=4

(a) Sort Query

(b) Taskbar

{ZåZ{b{IV na g§{já {Q>ßn{U¶m± {b{IE :

(H$) gm°Q>© ¹o$ar

(I) Q>mñH$~ma

5. Differentiate between the following : 2×2=4

(a) System software and Application software

(b) Numbered list and Bulleted list

{ZåZ{b{IV ‘| A§Va ñnï> H$s{OE :

(H$) {gñQ>‘ gm°âQ>do¶a Am¡a AZwà¶moJ gm°âQ>do¶a

(I) H«$‘m§{H$V gyMr Am¡a ~wboQ>oS> gyMr

6. Explain Internet addressing system and domain name system. 2

B§Q>aZoQ> EoS´>oqgJ {gñQ>‘ Am¡a S>mo‘oZ Zm‘ {gñQ>‘ H$s ì¶m»¶m H$s{OE&

7. Assume that in a spreadsheet cell B2 contains value 5, C2 contains value 8,
D2 contains value 6 :

(a) What value will E2 contain if it contains the formula = (C2+2)*B2?

(b) What formula will cell F2 contain if the formula stored in cell E2 is
copied to cell F2 = (D2 + E2)*C2? 2

‘mZ br{OE {H$ ñàoS>erQ> ‘| gob B2 ‘| ‘mZ 5 h¡, C2 ‘| ‘mZ 8 h¡, D2 ‘| ‘mZ 6 h¡ :

(H$) ¶{X E2 ‘| gyÌ (C2+2)*B2 h¡, Vmo BgH$m ‘mZ ³¶m hmoJm?

(I) ¶{X gob E2 ‘| g§J«hrV gyÌ (D2 + E2)*C2 H$mo F2 ‘| H$m°nr {H$¶m OmE, Vmo gob F2 ‘|
H$m¡Z-gm gyÌ hmoJm?

8. Explain the purpose of Slide Master in Microsoft PowerPoint. 2

‘mBH«$mogm°âQ> nmdanm°B§Q> ‘| ñbmBS> ‘mñQ>a Ho$ CÔoí¶ H$s ì¶m»¶m H$s{OE&
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9. The following paragraph was created in MS-Word. Write the steps to

perform the desired tasks after the given text : 1+1+1=3

The Lok Sabha Elections of 2024 in India were pivotal in shaping the

nation’s political landscape. With a diverse electorate of over 900 million

voters, the election witnessed intense campaigning and fervent political

debates across the country. Various political parties vied for power,

presenting contrasting visions and agendas for the nation’s development.

The election outcome reflected the democratic aspirations of the Indian

populace, with the electorate exercising their right to vote in large

numbers. Ultimately, the election results determined the composition of

the Lok Sabha, India’s lower house of Parliament, and set the course for

governance and policymaking in the coming years.

(a) Add page break.

(b) Change the orientation as landscape.

(c) Check spelling and grammar.

{ZåZ{b{IV n¡amJ«m’$ E‘0 Eg0 dS>© (MS-Word) ‘| ~Zm¶m J¶m h¡& {XE JE nmR> Ho$ ~mX dm§{N>V

H$m¶© H$aZo Ho$ MaU {b{IE :

^maV ‘| 2024 Ho$ bmoH$g^m MwZmd Xoe Ho$ amOZr{VH$ n[aÑí¶ H$mo AmH$ma XoZo ‘| ‘hÎdnyU© Wo&

900 {‘{b¶Z go A{YH$ ‘VXmVmAm| Ho$ {d{dY {Zdm©MZ joÌ, MwZmd Ho$ {bE JhZ àMma Am¡a Xoe ^a

‘| Omoerbr amOZr{VH$ ~hg| XoIZo H$mo {‘bt& gÎmm Ho$ {bE hmo‹S> H$aZo dmbo {d{^Þ amOZr{VH$ Xbm|

Zo amï´> Ho$ {dH$mg Ho$ {bE {dnarV Ñ{ï>H$moU Am¡a EO|oS>oo noe {H$E& MwZmd Ho$ ZVrOm| Zo ^maVr¶ OZVm

H$s bmoH$Vm§{ÌH$ AmH$m§jmAm| H$mo à{Vq~{~V {H$¶m {Og‘| ‘VXmVmAm| Zo ~‹S>r g§»¶m ‘| AnZo ‘Vm{YH$ma

H$m à¶moJ {H$¶m& A§VV… MwZmd Ho$ ZVrOo ^maV H$s g§gX Ho$ {ZMbo gXZ, bmoH$g^m H$s g§aMZm {ZYm©[aV

H$aVo h¢ Am¡a AmZo dmbo dfm}] ‘| emgZ Am¡a Zr{V-{Z‘m©U H$s {Xem V¶ H$aVo h¢&

(H$) noµO ~«oH$ Omo{‹S>E&

(I) A{^{dÝ¶mg H$mo n[aÑí¶ Ho$ ê$n ‘| ~X{bE&

(J) dV©Zr Am¡a ì¶mH$aU H$s Om±M H$s{OE&
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10. After going through the following worksheet, perform the tasks as given

below : 1+1+1=3

 A B C D E 

 1 Student ID Name Math Grade Science Grade English Grade 

 2 201 Neha Desai 90 85 88 

 3 202 Rohan Mehta 88 92 90 

 4 203 Aaradhya Reddy 92 90 85 

 5 204 Vedika Sharma 85 88 92 

 

(a) Write the Formula/Function for displaying the sum of the marks

in F2, i.e., Math Grade + Science Grade + English Grade.

(b) Write the Formula/Function for displaying the maximum of Science

Grade in Cell D7.

(c) Write the Formula/Function for displaying the average marks of

Math Grade.

{ZåZ{b{IV dH©$erQ> H$mo XoIZo Ho$ ~mX ZrMo {XE JE H$m¶m] H$mo nyam H$s{OE :

 A B C D E 

 1 N>mÌ AmB©0 S>r0 Zm‘ J{UV J«oS> {dkmZ J«oS> A§J«oOr J«oS> 

 2 201 Zohm XogmB© 90 85 88 

 3 202 amohZ ‘ohVm 88 92 90 

 4 203 AmamÜ¶m aoÈ>r 92 90 85 

 5 204 do{XH$m e‘m© 85 88 92 

 

(H$) F2 AWm©V² J{UV J«oS> + {dkmZ J«oS> + A§J«oOr J«oS> ‘| A§H$m| H$m ¶moJ àX{e©V H$aZo Ho$ {bE gyÌ/

’§$³eZ {b{IE&

(I) gob D7 ‘| A{YH$V‘ {dkmZ J«oS> àX{e©V H$aZo H$m gyÌ/’§$³eZ {b{IE&

(J) J{UV J«oS> Ho$ Am¡gV A§H$ àX{e©V H$aZo H$m gyÌ/’§$³eZ {b{IE&
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11. After going through the Database Table ‘Voters’, perform the tasks as given
below : 1+1+1=3

VoterID Name Age Sex City State 

V001 Ramesh Kumar 35 Male Mumbai Maharashtra 

V002 Priya Sharma 28 Female Delhi Delhi 

V003 Ajay Singh 42 Male Kolkata West Bengal 

V004 Nisha Patel 31 Female Ahmedabad Gujarat 

V005 Rahul Gupta 39 Male Bangalore Karnataka 

 

(a) Write the datatype for VoterID and Age.

(b) Choose the most appropriate column which can be set as primary key.

(c) Write the steps to display the records of the voters who are ‘male’.

S>oQ>m~og Vm{bH$m Ho$ ‘mÜ¶‘ go, {XE JE ‘VXmVmAm| Ho$ AZwgma H$m¶© {Zînm{XV H$s{OE :

dmoQ>a AmB©0 S>r0 Zm‘ Am¶w qbJ eha amÁ¶ 

V001 a‘oe Hw$‘ma 35 nwéf ‘w§~B© ‘hmamï´> 

V002 {à¶m e‘m© 28 ór {X„r {X„r 

V003 AO¶ qgh 42 nwéf H$mobH$mVm npíM‘ ~§Jmb 

V004 {Zem nQ>ob 31 ór Ah‘Xm~mX JwOamV 

V005 amhwb Jwám 39 nwéf ~¢Jbmoa H$Zm©Q>H$ 

 
(H$) ‘VXmVm nhMmZ-nÌ Am¡a Am¶w H$m S>oQ>m àH$ma {b{IE&

(I) g~go Cn¶wº$ H$m°b‘ Mw{ZE {Ogo àmW{‘H$ Hw§$Or Ho$ ê$n ‘| goQ> {H$¶m Om gH$Vm h¡&

(J) "nwéf' ‘VXmVmAm| Ho$ [aH$m°S>© àX{e©V H$aZo Ho$ {bE MaU {b{IE&


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