This Question Paper consists of 6 questions and 8 printed pages.

3@ Y-uA § 6 WA aen 8§ gfga gz {)
S1. No.

Roll No. Code No. 60/0OSS/1

FIHATH

DATA ENTRY OPERATIONS (Theory) g ., &z [C
2T U TRy (Frgia)
(336)

Day and Date of Examination :
(whign =1 fom 7 i)
Signature of Invigilators : 1.
(Pt & Tman)

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 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. 60/ OSS/1, Set - C on the Answer-Book.
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DATA ENTRY OPERATIONS (Theory)

e U AT (Rrgia)

Time : 2 Hours] [Maximum Marks : 40
g ;29w [quries : 40
Note: All questions are compulsory and carry marks as indicated against each question.
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1. Fillintheblanksof thefollowing: [10 x 32 = 5]
= @ e Tt &t g i
a fonts option contains preset fonts that can be changed in a
presentation.

wied faeu # Wife wie g § St INeYE | s S Hehd 8|

b) Thehorizontal lines at the end of the document iscalled the

TlagHe & 3ia # e arelt gilisied argT =t ! S 2l

c) InMSExcd, are provided in a formula.

w.TE. Y = ®igen | feon s 2

d) are programs that bridge the gap between the functionality of
an OS and the needs of the user.

N T g § S U OS R wERRr SR ISR A Savaehdl &
i <t glt ot Ul R 2

e A IS used to connect your local network to the Internet.

T TN MUk AR Heaeh i e ¥ Tigd & fore g 2|
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f) isthe key used to check spelling and grammar in adocument.

H | eioghe d wfem va IR f A B AHA 2

g The display horizontal and vertical scalesin the typing area.

st ufen | gl va afdewnet whet Weiia &t 21

h) The process of input, processing and storage is performed under the
supervision of a unit.

e & FlieIon § gge, WETE iR @R Siskamd | g 2l

1)  When files and folders are deleted from hard disk, windows places them in
the

T BEA 3N TR T8 otk 9 feciie forg o g, 7= e == |
1 T 2

j) InExcd, feature helpsyou to fill cellswith datain series.

Yo | WeR el § Hilw a1 gt - e A ¥ Heg e 2

2. State Trueor False: [10 x 32 = 5]

HE A1 TeId SaTsu;
ad Normal view of apresentation divides the screen into four sections.

Y=Y Tl AT =g BhIF I TR Y9 | die 31 2|
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b)

d)

f)

9)

h)

j)

TCP/IPisthe glue of the Internet.

TCP/IP getie &1 7 sheeral gl
Read only feature help to protect the document.
g sAeht FIeR 3MUeh! 31U Sierpiie e i | Wag ol 2|

Each cell of aworksheet has aunique cell reference.

TehYTIe o T et T U TR T (R 2T 2

MS-Access, MS-SQL Server and ORACLE arethe exampl es of spreadshesets.
TH. TE. Vo, T, TH.-SQL #eR 3t 3iRehet WeEYie & IS0 2

If you use an apostrophe(’), the number can be treated as text.

gfe 31U VARZTRI(’) T T i @ dl 3T e/l hl 2R Tl Hg HH Tehd 2|

Enter key or Down arrow key can be used to move to next slide in a dlide
show.

TEX hl 1 ST VU hi ST TERT TATSS I ok SR IWTe! To1es | T o foru foram < weman
2

Control panel is used to add or remove hardware.
Hlel Uet o1 TN grsehn g A fre & o forg g 2
The scroll bars are used to set margins in a document.
ThIA! IR I Hag A Siee | T 92 6t S 2|

Plotter is used to enter datain a computer system.

TATEl ol TENT hrEe e n | Sret Uet s o foru g 21
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3. Definethefollowingterms: (Any two)
=1 wisgt ot uitenua <Rifste: (RRei )
a Cdl Reference
et W
b) URL

g 3m e (URL)
c) Plotter

-

TATEY

4. Writethe short notes on the following :

1 w wfera feoavft (Fiew) forRam :

ad Track change option of a document
STRIHE I ¢k o TaIshed

b) Change casefeature
<t hE R

c) |PAddress
IE. Ut UgH

d) Autoformat feature of MS-Excel
TH. TH. Talet o el Wiie Wier

€) Elements of aText Box
2 S o UeliHed
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5. Differentiate betweenthefollowing: [5 % 2 =10]

= & i T T hifsu

a)

b)

d)

Main Document and Data Source document
T SlapHe T STet A Siae

MAX() function and MIN() function
MAX () trererm at MIN( ) e

Source Program and Object Program
IE T T JAiasiere TR

Machine Language and Assembly Language
Downloading filesand Uploading files
WISl Tl SRAAIE HEAT T TATS HEAT

Answer thefollowing : [2x2=4]
i = s o
1)  Write the steps to apply border to a paragraph in a document.

T SToFgHe H I o AR 3R St UTg i o W ford|

i)  Write the steps to insert page numbers at the end of each page in a
document.

ElorgHe | Tsh U1 o 370 § U aR 370 o o R foiRau|
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b)

On the basis of the worksheet given below, answer the questions that follow :

[4x 1= 4]
A B C D E F G
1 Roll No. | Name | Hindi | English| Maths | Total | Average
2 1 Rahul 67 87 87
3 2 Rishabh 88 95 86
4 3 Amrita 9 78 93
5 4 Kabeer 89 88 95
6 5 Shradha| 87 93 92
;
)  Writetheformulain cell D7 to find total marksin English of all students.
i)  Write the formula in cell F3 to find Rishabh's total marks in all three
subjects.
i) Writetheformulain cell G6 to find Shradha's average marks.
IvV)  Writetheformulain cell F7tofind highest of total marks obtained by the

class.

e &t T8 Fekvite o IMUR W 36 el TqU Y wei o S foila
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A B C D E F G
1 |[d@AR | W &= ST Tfora A 3t
2 1 WA 67 87 87
3 2 faw 88 95 86
4 3 S 99 78 93
5 4 AR 89 83 95
6 5 agl 87 93 92
7
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) @@ D7 ® ueft o & 3 fawa & e of WA & fore widen ford)
i) e F3# faw & weft fim fawert & fremem a1 3t A & fore widen ford|
iii)  Fe G6 H o1g1 o a3k WA o foru widen ford)

iV) Tt F7 | gt hen @ ura sifereran et 3ie WA & fote widen ford)
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