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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
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5. Write your Question Paper Code No. 58 / OSS/1, Set - A on the Answer-Book.
AW AW ¢
1. odigneff yoA-u= & Ugel U8 W U1 s savd o

2.  HUE UH-UH hl WY A (o TH-UF h Fet IS a1 WA At a1 & T B fat vom us & vea S ot 31 39 am
i St oft F A o6 woa v wa A E)

3.  sm-yfewht # ugaH-fug s e il et & rfafes wel oft srgsrmien foram w wdienedi it s sgtEn s
4, R UE A e T, 9E e Tetd, Rk T w@ enfe & S, Sw-gitde | ford|

5. ot SW-YiEre W 9s-9F F @ig A. 58 /0SS /1, @2 - A o)

58/0S5/1/336-A] G-249 T [P contd.....



DATA ENTRY OPERATIONS(Theory)
BTeT Ut ATy (Tagma)
(336)
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Note: All questions are compulsory and carry marks as indicated against each question.
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1. Fill inthe blanks for the following: [10 x %2 = 5]
= = foru frema zamt 6t gfd SifsTe:
a) translates the high level program to machine language.

TTE I TIUTH 1 Wi 1o | 3¥are ot 2|
b) The expanded form of GUI is
sf.g.3m (GUI) =t fereqa wu 2l

c) The command to insert a page break is present on the tab.

Ut Aok TS HA Tl FHAS 29 W R g 21

d) The option in the Recycle Bin is used to retrieve a deleted file.

e fom & forrea @1y U feelie S TE wEe w A T
W % forg g 21

e) feature of MS Word ensures the authenticity of your document.

UH.THE. 98 6l ferstwan grr 31 SR FETAS B arataeRar gifvea =
Hehd 2

f)  The speed of a Dot matrix printer is measured in

T Sie Afgad et it @i H AT AT 2
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g) Byusingthe tab in the Format Cells dialog box, you can change
the orientation of the text.

HiHE A SE e | fau o 29 & TERT | 379 e (Ured) i fegm
(3TRULIM) see TR B

h) There are different slide layouts to choose from in MS
PowerPoint 2007.
TH.TH. UieR gige 2007 # 3T AT AT TATZE ™ 33 H H hig
off T dhat 2|

1) type of Internet connection provides high bandwidth of

128 kbps and good speed internet connection.

THR HT FeHE FRH 128 F.&1.0.ud. H 3= Ssfagy & T

TP TS T ST HAFIH TS HT 2
7))  The function is used to add the cells with respect to the given
criteria.

e ST T <1 T8 914 % STTER Aol i Sirgd & fere feman wmen 2
2. State True or False: [10 x 12 = 5]

HE 1 T FA1SU;
a) You cannot change the width of columns in an Excel worksheet.

Teh Tl Gehglie H 31T hicTH hl TIeTs aaet Tal gahd 2l
b) BASIC is amachine dependent language.

afers (BASIC) weh wofta s wmen 21
c) A taskbar disappears when you open a document in a word processor.

S 39 Teh TEATSH hi I8 THER H WeAd ¢ a9 ZRhaR T 2l STl 2l
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d) You can print multiple pages of a document on a single page.
Y Ueh &S % e YUUT ol Tk & O W fiie o Eehd 21

e) Student Management System is an example of Customized application
software.

e Hase firen, Feursse Veliehy Aireas & U 33TEUT 2
f)  You cannot edit the data source once it is created.
3719 2T EY i T & 18 ITH WINLA T8 X Thd 2
g) InExcel, all styles are cell styles.
Uehier H, Tl TeTged et weTged Bielt ¢l
h)  You cannot hide a slide in a presentation.
AT Tk Ysi=evH | foret off wree =t s 7 wena 21
1)  You can even share software on Internet.
Y WA & o TeHT W IR o Gk 2
7)) You cannot view the size of the file in Windows Explorer.
A S TR # WIget hi AIES il @ 781 dehd gl
3. Define the following terms: [2 x1=2]
= =t uftnfem Hifsro:
a) Web Server
I8 TR

b) Title Case

2TEeA A
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4. Write short notes on the following: [3 x2=06]

1 w wfera ot (igw) fofRau:
a)  Utility Software
gfefrdt aiream

b) Mark as Final feature of MS Word 2007
. TE. a8 2007 &1 Wik TS HEAA HIeR

c) Freeze Panes feature of MS Excel 2007
TH.TE. T 2007 1 e 01 iR

5. Answer the following questions:
= awAt & s it
a) Identify the domain name from the following URL: [1]

https://swayam.gov.in/courses/public.htm

F feu @ URL & & SWA 3% sl 9gan-e:

https://swayam.gov.in/courses/public.htm

b) Ritika wants to create a document using mail merge feature of MS Word. She
has created the main document but she does not know how to create a data
source. Write the steps to create a data source using Word Table for Ritika.[2]

e TH.TE.9E & A 99 IR &1 T ik Ueh SETES IR T 9edl ¢l 38 74
TiRHe (T&A Fara) 51 foran @ aifera 38 o i uan {6 ot grer oid Fa R ) o
2T T ITA XA gU T | (AR A & LA faRan ok v i weg Hifw)

c) What happens if you select Handouts option while printing a presentation?|[1]

T UsiveyH fiie a v afg omu ‘Feasen’ faswheu g § @ @ g e
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d) Name any two functions that you can perform by using the control panel.[1]

el Uet Rl TN Shieh 31U i © 3t Tl o Tehd &, S A1 ford|

e) Expand SMTP. [1]
SMTP = ferega wreu feifau)
6. Differentiate between the following: [4 x 2 =8]
i & = 3T wee il

a) Machine Language and Assembly language.
YT Wt Ug vETEet W)
b) List AutoFill and AutoFill feature of MS Excel 20077
. T8, TR 2007 % Torwe stiaiftee’ ua “atfefe dier?
c) Pie chart and Doughnut chart.
UTE =T Ue SiHE ©e |
d) Normal View and Slide Sorter view of a presentation.

YARVE § el =’ Te TA1E Wi 7|

7. Shiksha has created a report in MS Word. She wants to format text in her report
using only the keyboard. What will be the shortcut keys for performing the following
tasks: [4 x 1=4]

f91en 3 va.wE. 92 | e Ui dar Rl 21 9 o e § 2ae winfen o foru Sheret hias w5
T R TR 2 38 e @l @ A % o R widee R @ gt e B

a) Making the text italic.

2 ! ZeTTeAT A1
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b)

d)

2 ; !tém_Codle Item Name '!Piricei Discount % |Discount in Rs ffotalpﬁge
3] | s pen T ! !

[t $104 Notebook | 40
fs: | [sie Pastel Colours| 55

Redo the last task.

s % A auE @ ()1
Format Painter.

HiHE UeR|

Pasting the text.

HZ Hl U HET|

Trish has created the following Excel sheet. [1+1+2=

i 1 % ,‘ ; |
& & < e A & E g

144 102 __dboll 2501

o juvinic

4]

The formula to calculate discount in Rs. for the item Pen i1s written in cell
F3 as=E3/100*D3

Write the formula/steps to do the following tasks

a)
b)
c)
d)

To display the total price of pen as (Price-Discount in Rs.) in cell G3.
To display the highest price of all items.
Steps to copy the formula of cell G3 to cells G4....G6.

To display the sum of total price of all items in cell GS.
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3 S001 & 15 0

4 T102 ¥ 250 2

5 S104 Fegwm | 40 5

6 SI0 | e @wer | 55 0

et F3 ° amgen 94 & foru fewepee @it wuu # fere o foru widen 3@ wer femn e 2:

F3=E3/100*D3

T s st A o forg wien /2w fof:
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