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General Instructions :

1
2

Candidate must write his/her Roll Number on the first page of the question paper.

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.

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

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. 62/S/N/MM-A on the answer-book.

The question paper is bilingual. In case of doubt, the English version should be considered
as authentic.
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DATA ENTRY OPERATIONS

WoQo af)M(S] B GOAUMBMY

(229-MM)
Time : 2 Hours] [Maximum Marks : 40
oo : 2 2emle)a ] [ao2oiw) 20809 : 40
Note : (1) Attempt all questions.

(2) Marks are given against each question.

®)0la] : (1) e 6al3iEBUBHN)0 OO0 MTIHEMo.
30la] N i) 3

(2) 9600 GaldB OWIM)o MWHIVIFH8S 203BHE) G218 EMIM) AN

V) allajlajloleeyam.
1  Match the following and write your answer in the answerbook: EX6=3
Column A Column B
(a) LCD (i) Spread sheet
(b) Video clips (i1)) Output device
(c) Pivot table (iii)) Set of Programs
(d) Operating System (iv) Multimedia element
(e) Software (v) Flat Panel Monitor
() PLOTTER (vi) GUI
Gal0)oalS] G230 DOMOO  af)P)O))d:
@ A @) B
(a) ag@d.avl.al (LCD) (i) avelaluianl]
(b) alawlewo dglaias (i) 8m5ans wlesamd
(¢) allaig csenilud (iii)) &IVg B2  EaIO(NIMY
(d) ®&0qjeogloy avlquo (iv) 2u3glaTlwl@  ogeioaad
(€) GaVOANYHAIVA (V) 0800 oloM@3 G206mIQAd
()  eqlosad (vi) (1oaflon@d @yavd emdcanad (GUI)
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2 Write in your answerbook, True/False for the following statements: %x6=3
(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.
(e) Passwords are not at all case sensitive.
(f) Multiple documents can be opened simultaneously in Word.
@IBY  OBHISJOBIBIEN)AN  AlDaIHEBBU  NDBICWI HDEQD  afHADLIDH:

(@) oeI] al®, (SOBHENIW ofavlal  B8DFals  WIOOATV)HUBHE)
930a006MEBBBI6M.

(b) qUDEE HOBAW B0} ANOBWHAVA  BHoGaleMAZ @16

(€) 80) a008WHAVAE MMWIYIW HaIYIMD@ID  af)B}o|MBI®)o,
CAUNOMITI  §21QIANMOA0W AUSlH03 ANMBEWOITS  M@3E:)aN).

(d) OSHIY ENINGBAVYHW 9alcIUila] HOINWIGE OSHIY  AMIVAS
©21QoM  HSlW)o.

(€) alomMiEaIBW)HWE BaloneNe OHHVI  rvaavlgilal  @el

() cadal 61Wwoalad  auwsglaflud  CAIMGODMNHUW  BEGOTVAWO
@)0SBHIQUANDI6I.

3  Define the following: 1x4=4
(a) Cell Reference
(b) Speaker
(c) Taskbar
(d) Machine language
@009 ®aMIClEN)IMAWIHS MIBQJalMo  af) PO b>
(@) eav@d oanomdad (Cell Reference)
(b) aSarleed (Speaker)
(c) somdes en1od (Task Bar)

(d) eawlmd elocwizz (Machine Language)
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4  Write short notes on the following: 2x4=8
(a) Scroll Bars
(b) Computer Operations
(c) Typing text
(d) Inserting clipart in a worksheet
@099  OHISOMIBIENANAUOW  &)Gla] e1eenailalosmo  agf)9)®)d:
(a) aOe@oud eniodad (Scroll Bars)
(b) ®miIy S8 30a|GOUMBY
(c) oesaflod) osHAY
(d) s oHldlad gHla] @rds (Clip Art) 9uWeqa]s)om@3

5  Differentiate between the following: 2x2=4
(a) Inserting and deleting Page Break.
(b) Headers and Footers.
@O9¥ aloW}aANQI ®AAENS8 QIL@LOTVO  af)P}O)b.
(@) GalZ GENIGY MMAVAET O2IYIANM0, HSWIANM0
(b) ea0cWSIV)0 anyeg$av) (Header) (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.

@069 HIS)OMIGIHN)IN  G2103468BU3EE DOMOO  af) LyM)b>.

(@) (a1vEBoaumlod emoda@d alyy (Normal view) ag)oaman  ano)s6l
Qilacloe) ds.

(b) aBs® oHIGIGB GanIB)E! aldHAOMOIMSBS  QAISIHWE  ag) IO .

() cadal ¢senilud DalcoUila] AWIQD GIVISMY (HICVY 62IYIM)BS
AUSIHUWB  af)9}@)ds.

(d) all@ewomilad 0] Gl GBROOEIGNMDIMOIWSS  AISIE:U3
) ) @) H>.

(€) Gl OIVQa] WWERINY) cenIodaV (Page Setup dialog box) ©alcwousla]
Galz2 00AH]M @0Qyan  allwo  allaidGlee)d:.
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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.
(ii)) 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.
@O0  OHIS)OMICIHNIAN  G2103)68BU3EE DOMOHDLIM) &>

(@) 80} GUBW GCWIMGOAGITE @IOH® alOW)AD  GHI0EBUIHNBS
GaHIBS &S HIHUB  af)HANIOBNHWIEM ?

(i) 80} cwidyeaad (aflad (aflalyy (Print Preview) ealgom
(i) 80) aNV@ ®OE)ANTIM
(i) 80) OSHAYOORIMD EHoafl ©21Q0D
(iv) os&q) RAUean 6algan@la@
(b) 209 OB3IS)OTIBIENMM HSHMVGIE @P@IM) 2RAUOS OHISIOTIGIBHaN
(I OD]HUB  O2IQIM@IMBB  AUSIHUB  af) PO b

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) ossHqlom aleI®EOWo  (Gale:dlenmmalm  (Right Align)

(i) canoeng eeauav (Font size) 14 GaloWIWICRISHIGHMNGEIM

(iii) 'Bleeding' agyam aioeleom eeniouwdan)o, @&ioaiaule (Bold & Caps)
@R EN)N@IM

(iv) eIl MIealdadled 8anlad mIan)e MWl WAC)AN@IM

62/S/N/MM—229-MM-A | 6 (AARIAWAWANWWm - [ Contd...



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

(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.

(iii)) 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.
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@®O0Y aloWIAD  G210B163BUBHE DAMAO  af) IO :.

() ©0609 6B05)OMIGBENIN alSlH:WIT3 B0) (IGBUIHE™ AIMIRIAiG:8)6S
ailailw  aqveE@Bgloal mvoamiaLio 9UBeHHHIBS]ajlolen)am) @lem
@pslrunomaoss] 80) eeelm 21085 (Line Chart) @eneosman@lm)ss
AUSIHUW  af)9}®)ds.

A B C D E
1 mauad @00 [&S)aHUB | HOSIHWB | alB8Slajeile:ud
2 1 2m)aial 28 35 15
3 2 ®an(ennaidl 26 32 14
4 3 20@a] 27 36 14
5 4 a@lail@d 29 37 15
6 5 DY) 25 30 10
7 6 &R)6Md 24 29 9

(b) &0) e:mumidlesl @i ZHlAMENI0)HSs vomisalo M) @lslano
ISl @OOY HBIS)OMIGEN)AN). HDIOM @RYWIORILH] @I
alOW)AN  G2l0BL68BUIEE DONO0  BHEENBOIN)H>.

A B C D

1 Gald oMUBo M) o) @PQ  GAI®Mo
2 V)Y  (AlBH0Ud 50,000 6200

3 | auoaol@d &)moad 35,000 2000

4 mlod  (wolaoaimal| 45,000 4500

5| @Galad avlen 28,000 1500

6 (alHoU0  BOD 41,000 5100

7

(i) om@d B7@3 agen =10imenin)es®io aUSODING  GRed:Om)d
HOEMBOMMMDIMBS  AVYDAUIB:L0  af) @)

(i) eavmd D2ailed auyoy (al®»0wload @pg caimmo (Net Salary)
B06MOIMBS  MVIAAUOBL0  af) P>,

(iii) eaved D2all@d @l  eqved Db6celss Ganodmyel  Gdoafl
21QIAN@IMB8  AUSIHHUD  af) )@ bb.

(iv) eavod C7@3 &0600 =R1aInen00om@io  wod0dl (AVARAGE)
MBI HIeMMMNDIMBB  AVY@AUIB:Y0  af)PID)ds.
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