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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 the 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 All the questions are to be answered within the allotted time.

4 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.

5  Write your Question Paper code No. 62/S/N/G-A on the Answer-Book.

6 The Question Paper is bilingual. In case of doubt, the English version should be considered

as authentic.
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DATA ENTRY OPERATIONS (Theory)
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(229-G)

Time : 2 Hours]
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[Maximum Marks : 40

[$a 8L : 40

Note : (1)

All questions are compulsory.

(2) Marks allotted to each question are indicated against it.

das ;o (1)

oyl usAl M O,

(2)  uAS Ul AW Rl AL 9.

1  Match the following and write your answer in the answerbook:

Column A
(a) LCD
(b)
(c) Pivot table
(d)
(e) Software

(f) PLOTTER

Video clips

Operating System

(i)
(if)
(iii)
(iv)
(V)
(vi)

Column B

Spread sheet
Output device

Set of Programs
Multimedia element
Flat Panel Monitor
GUI

AL A5l AL wUod dHd G YRasml @vil ¢

WH A
(a) a.l.4.
(b) dIRA sellu
(c) wdlRe 2od
(d)

(e) wg2AR

AR Rien

() R
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(i)
(ii)
(iii)
(iv)
v)
(vi)
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2 Write in your answerbook, True/False for the following statements:

l)(6=3
2

(a) Light pen and Trackball are examples of Output devices.
(b) Sound card is a hardware component.
(c) Windows provide quick and easy way to install new hardware.
(d) Text can be inserted in slides using text boxes.
(¢) Passwords are not at all case sensitive.
(f) Multiple documents can be opened simultaneously in Word.
A 20he [AEKl e dddl Gdr YRasHl Rlg @il
(a) ade U i 2s0la oifsda A8l (output device)di Gelswll .
(b) Sound card 5 Hardware component €.
(c) +dl Hardware « Install $ql 12 Windows 33Ul s A Rl YA U 8.
(d) Text box-il Gudlal s34 slide GuR text GAIL wsiy .
(¢) Password Maga case sensitive ldl «l.
() Wordul 215 18 8l o8l dsyd-=2 ud s30 usiy 9.
3 Define the following: 1x4=4
(a) Cell Reference
(b) Speaker
(c) Taskbar
(d) Machine language
A qrlid s -
(a) A WY
(b) w52
(c) 2Rrs 6lR
(d) Hll4 dadn
4  Write short notes on the following: 2%x4=8
(a) Scroll Bars
(b) Computer Operations
(c) Typing text
(d) Inserting clipart in a worksheet
(1AL Gu g5l auil :
(a) Wld 6lIR
(b) s¥yer-i sl

(c)
(d)

Text 2194 $39
Worksheet i selu 2118 (clip art) Insert $d.
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5  Differentiate between the following: 2x2=4
(a) Inserting and deleting Page Break.
(b) Headers and Footers.
(Al 92’ dslad qull :
(a) Wil ReRl elvd s:4al (Inserting page break) A Wiritdl 191 ¢ 534))
(Deleting page breaks)
(b) &3 (Header) -l §23 (Footer)

6  Answer the following questions : 2x5=10
(a) Briefly explain the Normal View of presentation.
(b) Write the steps to copy a formula in the worksheet.
(c) Explain the steps to create a data source using word table.
(d) Write the steps to start a program in Windows.
(e) Using Page Setup dialog box, how can you change page margins ?
Explain.
(1AL AL FAe QUi
(a) Presentation i A€l 2vild (Normal view) 54l Al
(b) asalle (Worksheet)ui formula $1Ml sl walal @uil.
(c) Word table «l Guadlal s Data source eirilddldi udlel &vil.
(d) [~ (Windows) 1l WlAM A3 sl wdal avil,
(e) Page Setup 314dldl elisu+ll Heedl Page margins 3l d eledld d [RaidaR

Aol
7 Answer the following: 2x2=4
(a) In a Word document, which shortcut keys are pressed to do the following
actions:

(i) To print preview a document.
(i1)) To open a file.
(iii)) To paste a line of text.
(iv) To make the text justify.
(b) Write the steps to do the following actions on the given text :

In order to arrest the bleeding patient and protect the
wound, apply direct or indirect pressure, cover with a
dressing, apply a pad and firm bandage, elevate the part,
keep at rest.

(i) Make the text right aligned.

(i1)) Increase font size to 14 points.

(iii) Make the word 'bleeding' as Bold and Caps.
(iv) Increase line spacing from 1 to 2.
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(1AL yudldl Falel quil ¢
(a) Word Document Hi {2l s1dl s2aL 112 s 4l 608 2ese Sl Al Guylal s3
sl €9l
(i) 3syd2 (Document)w Print Preview oai
(ii) File « Open $dl
(iii) Textl Ms ad< Paste $ql.
(iv) Textd justify $d.
(b) Al Text u s1dl sl W2 walEl @il :

In order to arrest the bleeding patient and protect the
wound, apply direct or indirect pressure, cover with a
dressing, apply a pad and firm bandage, elevate the part,

keep at rest.

(i) Textd Right Align $3l.

(ii) Font sizen awidld 14 sdl.

(iii) 'Bleeding' 26eq Bold i1 Capital $Rdl.
(iv) Line spacing sl aqidl 6 sdl.

8 Answer the following questions: 2x2=4
(a) The following table shows some data about current wild life population
of a particular area. Write the steps to plot a line chart on the basis
of this data :

A B C D E
1 S.No. Month  Tigers Bears Leopard

2 1 Jan 28 35 15
3 2 Feb 26 32 14
4 3 Mar 27 36 14
5 4 Apr 29 37 15
6 5 May 25 30 10
7 6 Jun 24 29 9
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(b) Following data shows name and salary of 5 employees of a company
with the amount of tax deduction also shown in the data. Based on

this, answer the following questions:

A B C D

1  Name of Emp. Salary Tax deducted  Net Salary
2 Surya Prakash 50,000 6200

3 Sahil Kumar 35,000 2000

4 Niraj Shrivastav 45,000 4500

5 Rupesh Singh 28,000 1500

6 Prakash Datta 41,000 5100

7

(i)  Write the formula in cell B7 to calculate the total salary of all employees.

(ii)) Write the formula to find the net salary of Surya Prakash in cell D2.

(ii1)) Write the steps to copy the formula from D2 to D6.

(iv) In cell C7, write the formula to calculate the average tax deducted for
each employee.

(Al daldll Fae quil :

(a) A 20 20Ul 35 AlssA Al ddHirAL Ay Dl Al sl 2ue
8. {13 2004 HBdl M2 Line Chart Plot $ql M2+l uaal (steps) @vil :

A B C D E

1 $4 . H[e-l Tigers Bears Leopards

2 1 CIRERTE 28 35 15
3 2 Foy213 26 32 14
4 3 w13 27 36 14
5 4 LRI 29 37 15
6 5 3 25 30 10
7 6 % 24 29 9
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(b) A 2ua HBML 25 sudldi 5 sARBAAL WaUR A waUR GurHl Tax
sUld 2Ud 8. U IRl Yol dAAL Uil G 2l ¢

A B C D

1 sl Am YaLR Tax $uld Net Salary
2 ydusia 50,000 6200

3 alkd gHR 35,000 2000

4 Ry sllarda 45,000 4500

5 2 Ris 28,000 1500

6 uslal el 41,000 5100

7

(i) Cell B7 i el sl ga wauR 2eidl Hie-dl formula @vil.
(i) Cell D2 ui ydusiadl Net Salary ldal Hi«l formula @vuil.
(iii) Formula< D2 ¥l D6 4i copy $dl Hle-i ualal quil.

(iv) Cell C74Hi g5 sl AR Tax suld-dl formula @uil.
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