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39 WA-9F H 8 WA duT 8 Hfsd B &

Roll NO. :ﬁogd:eioNO. 59/03/2

set/%e |B

DATA ENTRY OPERATIONS
( STeT T SATRIH )

(229)
Day and Date of Examination ...
(e 1 feT 7 ferreh)
Signature of Invigilators ) SRR SUPRPRRRN
(Frierepi < &aTen)
e
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. 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.

Write your Question Paper Code No. 59/0S/2, Set on the Answer-Book.

(@) The Question Paper is in English/Hindi medium only. However, if you
wish, you can answer in any one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada,
Telugu, Marathi, Odia, Gujarati, Konkani, Manipuri, Assamese, Nepali,
Kashmiri, Sanskrit and Sindhi.

You are required to indicate the language you have chosen to answer in
the box provided in the Answer-Book.

(b) If you choose to write the answer in the language other than Hindi and
English, the responsibility for any errors/mistakes in understanding the
questions will be yours only.
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Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: () @ty sfEd 2
(i) TAH T % 3 IGh HHA €U MY B

1. Fill in the blanks with the most appropriate choices given with each
question : Y2x6=3

(a) are output devices which allow you to listen to voice, music, etc.

( Speakers, Microphone, Plotter )

(b) Explorer can be used to copy, move, rename and search files or
folders.

( File, Windows, Control )

(c) C:, D:, etc., are the names of drives.
( hard disk, soft disk, video disk )

(d) File management in can be done through Windows Explorer.

( home, presentation, windows )

(e) Formula must begin with the sign.
( x’ =7 /7 + )

(f) The basic purpose of any presentation is

( communication, appreciation, comparison )
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2. Write, in your Answer-Book, True/False for the following statements :
2x6=3

(¢) Memory unit of computer is used to store data and instructions.
(b) Generally standard keyboard has 104 number of keys.

(c) Whenever a program is run, an icon representing the program
appeares on the taskbar.

(d) To quit a program, you can select the button.

(e) Arrows, flowchart elements, stars and geometrical shapes are called
autoshapes.

(f) There are fifteen different slide layouts from which you can select any
one.
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3. Define the following : 1x4=4
(a) Object Program
(b) Control Panel
(c) Deleting text
(d) Formula
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4. Write short notes on the following : 2x4=8
(a) Operating system
(b) Moving files
(c) Data source in mailmerge
(d) Slide layouts
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5. Differentiate between the following : 2x2=4
(a) Bulleted list and Numbered list
(b) MIN() Function and MAX() Function
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6. Answer the following questions : 2x5=10

(a) Write any two features of a word processing program.
(b) Write any one method of changing page margin of a word document.

(c) How can a mailmerge wizard help you to create different types of data
sources? Name them and explain briefly.

(d) Write the steps to protect a worksheet using password.

(e) Write the steps to draw or create Smart Art Graphics.
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7. Answer the following : 2x2=4
(a) State the tasks associated with the following shortcut keys :
(i) Ctrl+L
(i) Ctrl+Z
(iti) Ctrl+N
(iv) Ctrl+Backspace

(b) Write the steps to make the given text as right aligned and change the
line spacing as double.

“l am a girl. I study in class V. I like my school very much.”
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(i) Ctrl+L
(i) Ctrl+Z
(i) Ctrl+N

(iv) Ctrl+Backspace
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8. Answer the following :

2x2=4

(a) Following data shows the percentage of cars sold by five major
companies in the current year. Write the steps to plot a pie chart to
show a comparative analysis :

SL No. Name of the company % of cars sold in current year
1 Tata Motors 15
2 Honda 25
3 Hyundai 20
4 Maruti Suzuki 30
5 Ford Motors 10

(b) Following spreadsheet data shows the price and quantity of 5 major
grocery items consumed per month in a school canteen which serves
mid-day meals to the students. Based on this data, write the formulas
to calculate the following :

SL No. | Grocery Consumption Price Total
items per month (litre /kg) Amount
1 Oil 10 1tr g110
2 Sugar 15 kg T 42
3 Rice 20 kg T70
4 Flour 30 kg T 45
5 Pulses 9 kg ¥ 90
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(i) Total amount spent for oil and sugar

(i) Average quantity consumed of each item

(iii) Total amount for rice and flour

(iv) Total amount spent for all items in one month
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