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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 [A] 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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CERTIFICATE IN DATA ENTRY OPERATIONS

( Theory )
BT TGt HATRYFE | THI01-U
( Forgr= )
(632)
Time : 2 Hours | [ Maximum Marks : 30
R 2 =0 | [ stfeeshan 37 : 30
Note : All questions are compulsory and carry marks as indicated against

each question.

e : @t yeT a8 3R T I % 3% 3% G/EH 1T T 8l

-

(1) Answers of all questions are to be given in the Answer-Book given to you.
aff ywl % IW IRl & M IR-Yfew # & forE

(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.
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1. Expand the following terms : Vox4=2
(@) OCR
(b) FORTRAN
(c) DSL
(d) POP
ffafaa el 1 faean i
(%) 3o Ho Mo
(@) igH
(M) Eo TWHo TWAo
(&) dio 370 o
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2. Define the following terms : Yax5=2>
(a) Plotter
(b) Print Preview
(c) Worksheet
(d) Save As
(e) Report
frfefen wreel 1 gRwiya i ¢
(P) it
(@) e shey
(M) Fehefle
(%) &9 ™
(z) four

3. Describe the following words : Yax5=2Y>
(a) Slide Sorter
(b) Scrollbars
(c) Functions in Excel
(d) Form in Access

(e) Slide Templates
frferfaa wredi <t smE hifsT -
(%) wIgE HIET

(@) BhidER

(M) THEA F HRH

(F) | § e

(3) wmEs I
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4. Write short notes on the following : 2x2=4
(a) Sort Query
(b) Taskbar
frafafed w wfem fewhrr fafex
(%) @iE &

(@) T&=haR

5. Differentiate between the following : 2x2=4
(a) System software and Application software
(b) Numbered list and Bulleted list
fffied o oI wE HIm -
(%) foreen iR R ST HEER
(@) srifd Al 3R geres g

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

3ee Ui faren 3t sme am farem & =mEn Fifsu)

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

() 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

Tq oo 6 Sedfic T T B2 A4 58, C2 H AN 8 8, D2 T 99 6 ¥ :
(%) afe E2 § g3 (C2+2)*B2 8, 1 $HHT HE &1 M7

(@) afg &1 E2 ® @uda §F (D2 + E2)*C2 &l F2 H &idl fopam ST, @ ¥ F2 |
HH-H T FA?

8. Explain the purpose of Slide Master in Microsoft PowerPoint. 2
HISHIETFE TeRUEse H TS AR % 3evd i AT HINT|
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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.

frafeRea Stms wo wHo 98 (MS-Word) ® sAmn w1 2| feu 7w 91 % w1 aifed
FE HE F o fAfEn

IRd § 2024 % AT IAE ¥ b ToHIaeh NG i AR ¢ § Fgw@yu |
900 fufera & 31 magrasti & fafay fafem &=, g9 & fow T T=m 3 < W
T Srefieht Torifas g8 ¢Ed o fiefil o & fofu gie e g faftm aorifas gat
9 g o foem o fou fowlia gftsv 3t o 9w fohw) 9@ & wefisi 3 9Rd™ S
1 Alhdities AT I Yfdfafad fornm Sad gaemaisti 3 9t ¥= 4 319 Adiieesi
T YA foRaT| 37Ad: A 6 S WRA 6l GG b el ¥, AehayT S @ uifa
H & I W e gt § e 3 AHfa-fwfor hi fesn @@ W@ €

(%) U9 s ISyl

(@) srfufe=ma =1 ufiger % &9 § sgferu)

(M) I 3R =R H S i)
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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
S 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.

frafafad aefie =1 @ % =g e fgu U wrl # qu il

A B C D E
1 | =@ 3o o am T s | faee I Jsh e
2 201 BRI 90 85 88
3 202 e vl 88 92 90
4 203 e & 92 90 85
5 204 Elicakitil 85 88 92

(%) F2 g 7 3 + fem I + 330 O & o7t %1 am el w0 % fae g/

HawH fefau)

(@) 9@ D7 H Alehad o™ US TGRIA i 1 gF/HRM (AR
(M) T U % IfEd 37k USRI P w1 ¥/ heeH fafau)
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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
Voo1 Ramesh Kumar 35 Male Mumbai Maharashtra
V002 Priya Sharma 28 Female | Delhi Delhi
Vo003 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’.

2IEH ATMChl & "W &, QU U Aagrarsdi % IHER % fsafed i

Eﬁa 3Tléo o qaE Y AWal T
V001 WA FAR | 35 Heg HENTY
V002 e wmt | 28 fegt fegt

Il | UfTem A
K REHEIH {_L\ﬂ{ld
SR ETircy

V003 s fag | 42
V004 famwea | 31

V005 g AT | 39

EIREIRE]

(%) TACT TgaH-TF 3R Y &1 21 YR feifau)
(@) go8 I9H HiaH gHe 8 mafies $sit & ®9 4 T fhan I wehar 2|
(M) ‘IEY TaeEisti % fehrd yefifd w % fou = fafeu|

* ok Kk
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