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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. 60/S/A/MM-A on the answer-book.

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

60/S/A/MM—229-MM-A | 1 % [ Contd...

=]



Nald®) MIBCGUEEBUY :

1

al01e0dm0]  @RAINZ/@PAIBIONS G008 MMUAB GaldBiGala]0lO0d SBIMIVOOD®  al)OOI)

af) ) ®1W0len6eMo.

€210B83Cala]0lO0d aOEBBOS af)ePANo, €210B8)Cala|0led MAVIGlEN)IM @2I0B3Y6BBROS af)sINaNo
00@lIHeMaM) ®1B2JeaS}OMIMOV]  GaldB§Eala0100d SaNJo al)00 af)Qal}o 2)HSBIG3
O30S)ONBIH)AN Vo6 YU alBGIGUOIWIHN)B:. BH)SIOD CaldBL6BBUd VOBIWOIW (HACIIEIOEEMO
af)aM)o al@lGUDIW]HE)ds.

af)2I0 GaldByeEmB8lo @aVIAlEe)M MAVICIWIVIGE alT®m) ®IBCHENB@O6M.

DOMOLHSLINIVIT @012 |0l)AINM)88  GRSWIBEBUS  DEMBIGH)HEWI, MEIGE|SIB1HH)aM
MORIO®ENO® 26Qallose®leno GO0W MG af)9)MGHEVWI a2l ®IM3, @O

1011 MO]SHB)OS BREVWONI WOV (ale1}0ailen)MMIM) DSWIB)o.

MeaBges ¢a1083eala|dlo@ esous maud 60/S/A/MM-A pomossseoalm) anoom

ag)9}®6mo.

Gal0ByGalg|@ B-oaHl®aeM. af)OaMBILo TVOUdVAETBIG)IN aldHo oWl alGl@dau
@INOB®N20W  alBlWVEMlEeHA|SIAN@IEM.

60/S/A/MM—229-MM-A | 2 E‘% [ Contd...

=]



DATA ENTRY OPERATIONS

WoQ0 af)M(S] &0a]EOaUMBY

(229-MM)
Time : 2 Hours] [Maximum Marks : 40
mawo : 2 2emlen)a ] [so20idfl 20308 : 40
Note : (1) Attempt all questions.
(2) Marks are given against each question.
S)0la] : (1) ageld GaldBiEBuwan)e DOm0 MEd6mMo.
(2) ®0600 GalBJOWIMIo MWHISISI88 M0BHY  Galo3 EMIM)  MMIlG3
M) adlaflajloleeyam,.
1  Match the following and write your answer in the answer book : %X6=3
Column A Column B
(a) Mnemonics (1)  Quit Programme
(b) SUMIF (i) High Level Language
(c) Close button (iii)) Symbolic codes
(d) Slide show (iv) Data storage
(e) FORTRAN (v) View type
(f) Memory unit (vi) Function type

G2l0)oalS] G2I3OM QOO0  af)P}OND.

(a)
(b)
(c)
(d)
(e)
()

CHI8o A c»os80 B
mleaoemld,ad (1) &g 6laloWwo
Mo Mad (1)) a0 eeIAIG elocnI:
GROM eI (iii)) aVloceniogls; GO
OOIYA  GoHO (iv) awoQo equocoel
@aNO(SOM (V) ai) eesa]
om0l W)emIg (Vi) aDoeBaHd 06Sq]
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2 Write in your answer book, True/False for the following %X6=3
statements :

(a) A standard keyboard has 104 keys.

(b) Restore command helps to delete the stored files.

(c) CTRL key helps to select non-consecutive files.

(d) Replace fonts feature does not help to change fonts in a slide.

(e) Track change option lies under Insert tab.

() SHIFT + F3 is the short cut key used for changing the case of text.
@IDP  OMNIS)OMIBIHN)AN A0 IHEBBU H@EQO  (OGBIGWI  Ag)DANL) D).

(a) &0 quomdewdw @lemodwlcd 104 &1e:w8 omeowlclea)o.

(b) 0leqod @MW 2alcWIUila] GURIGla anEnHO8 Wlelld 64190
HHFlW)o.

(€) @PS)EMS)EOMLC aNVEN®HWB OaVeIRS ealom Cirl - &1 (aiqy
9210® allSlajo@d aml.

(d) &0 eoqywl@d olela GandE anlajd 2aICWOWla] GanNOEME @0Q0M
aoorbyAe.

(€) (5966 ©210ME Boalar® MMAVAS SOENIEINM  BOMOQSIANO).

(f) SHIFT +F3 agyan Ga085 &1 Ganoens e&0ay :0Qomosm
DalGWIUTHN M.

3 Define the following : 1x4=4
(a) Utility software
(b) Formula
(c) Control Panel
(d) Printer
@099  ©H;:IS)OMIGBIHNMNAIWHS MIBQ2IMEBBUB  af) P} bs.
(a) ogleilgl emoadgeaiwd
(b) @anodmer
(c) ®6eMESouwd alommd
(d) (ailadad
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4  Write short notes on the following : 2%x4=8
(a) Font Face
(b) Rulers
(c) Input Devices
(d) Creating Smart Art in worksheet.
@969  ©B3IS)OMIAIENANAUONW  H)0la] ©a10) QlAIEEMEBUB  af) P} b:.
(a) GanoeE Ganmy
(b) oegsav
(c) o@Bans aslosaiarvm’

(d) ades olgled mmods @rads mldazlesymm ailwo

5  Differentiate between the following : 2x2=4
(a) Spelling and Grammar checker.
(b) Deleting text and Replacing text.
®IO® al0W)INA @ZlEN88 QIIMIOMVO  af)P}®)b>.
(a) aUealflodd & (V2B ©alsOAB

(b) alenglod) esaqy & oleglaulod) ©sEqY

6  Answer the following questions : 2x5=10

(a) Write the importance of Mouse pointer.

(b) Write the steps to copy a file using My Documents.

(c) How can you create a data source using Excel worksheet ? Explain.

(d) What are the various elements of any formula ?

(e) Briefly explain about various slide layouts.

©@I6% ©B0S)OMICIHNAN  GaloB6BBUBHE DOMAO  af) P} H:.

(a) oM GaPOMBOIOM (alOWIMIo  af) 9}

(b) 002 GWIHNEOW DaIcWIUla] B0) DV G|l ©2UYIGIM)SS
AUSIBHUWB  af) )b

(¢) 80} aBHeT@ AIBH6Hl] 9a1cWIUIla] B0} WoQo GILOSMS mIdazlesyam
ailwo  ailaIBlee)d:.

(d) aBe®O0) GanodM)EIVIENe HOEMAD CLISH:EEBU aBO@EI00 ?

(¢) allallw ®oo oMW Gel 8D 2RO ANQICIEN) .
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7  Answer the following : 2x2=4
(a) In a Word document, which short cut keys are pressed to do the
following actions ?
(i) To copy a paragraph of text
(i1)) Go to the beginning of the document
(iii) To Replace a text
(iv) To activate Spelling and Grammar checker
(b) Write the steps to do the following actions on the given sentence :

Tillnow our instituta has
imperted skill based training to over
50,000 young boys and girls and created

empleyment opportonities for them.

(1) Correct the spelling mistakes in the above paragraph.
(i) Above text is Ariel and size 10, change it to Ariel black,
size 14.
(iii) Make the above text Bold and Underline
(iv) Left align the text.
DIQOICTIEN TSI
(a) ©099 aloV)M (AAUCDHIBHWB  O2IQIN@IMBS GBS &S B 1HUB
ABODEI0  af)DANP) )b,
(1) &0 esaqileal alemwle, (paragraph) e®oafl ealgE@Iam
(i) 80} OWIMRYOEOWIOMW @SEOODITZ  GaldB)INGCIM
(iii) 80} osaqYlom 0leqlal ©21Qom
(iv) aUealeflodd @B (W28 alBlewoWwm qLRIMHHIM
(b) ©@MIGIENM Q2IBHEDIGE @Y Al0WIAD  (alAUCDIBHUWB  ©21QIMBI

USIHWB  (Steps)  ag) Ly,

Tillnow our instituta has
imperted skill based training to over

50,000 young boys and girls and created

empleyment opportonities for them.

(1) 2&»8IB  od:05)oIBlenMM  alemule:dleal  Miealgflod), (1o2d
al@lGUOWMEHUB MSOMM@IMo  @E)EMAN@IM)0

(i) o)o>glenss osa&qY ool eeauay 10 @), Ge@lom golwdd
iods  eeavay 14 @reeymmala

(iii)) @mMlclenam OsEqY  GNIWBAD)0 @RSIAIOWVISM)o  ERYHNMDIM

(iv) es&qilom @sm) BOWo (Halealenyanalm.
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8 Answer the following :

2x2=4

(a) The following table shows data, as observed by an audit agency about

the revenue spent by the govt. on various areas of development.

Write the steps to plot a pie chart on the basis of this data.

A B C
1 | S.No. | Areas of Development | Revenue spent (in %)
2 1 Education 22
3 2 Health 27
4 3 Rural development 11
5 4 Farming 25
6 5 Sanitation 15

(b) Following data shows marks of 6 students of 10th class in 4 subjects

in the pre board exams. Based on this data, write the formula to calculate

the following :

A B C D E F G
1 | S.No. [ Name of Student | English | Maths | Science | Computer | Total Marks
2 1 Sudhir 68 80 72 84
3 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
5 4 Pratham 91 92 93 90
6 5 Neena 45 56 59 44
7 6 Ravish 78 88 91 89

(a) Write the formula in cell G2 to show total marks of Sudhir.

(b) Write the steps to copy the formula in G2 to the rest of the cells
(from G3 to G7)

(c) Write the formula to calculate the average marks of all students.

(d) Write the formula using function to find the maximum of total marks.
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(a) mdesoclem ailallw ®mMo aleEdNAM (aIAIBCMMEBWBGOV] alleinslay
®)&Wes ailaloEBw B30) o@RWIV] BoWIG 0)alOITE aISIeOV] ®oeY
30S)OMIAlENMM). MO  AllAIEMEBBUW  &HOMIBH)AN B0 66alaldds
DEMBIHNMNIMBS  AUSIHUWB  af) 9} )b,

A B C
1 [ S.No. ailleéavel  caelel ©21eIISla] @& (VOROMo)
2 1 aflegoeyomo 22
3 2 @RIV 0 27
4 3 (oalem  ailéavmo 11
51 4 B>y o] 25
6| 5 0Blasle06mo 15

(b) 80 (a1 enIBS alole:HVIB3 @RS alldodomle:udes allailw allauwsEBSI3
e1Ela) 20BHN)HB)0S QlAIEMEEBUE @0 alSldh@IW] 6d0S)OMIBIHEeN)aN).
OONOHM @RYWIORAIBE] IO A IOWIANA HEMBHIBHIMBS VY@ QUID> | 6B3UB
)9} O .

A B C D E F G
1| (@2 mo. Gal@ Dol | memds | VMY | Hoal)5A8 (@oes 20365
2 1 awld 68 80 72 84
3 2 amomlyie 85 72 79 81
4 3 @20mMAl 69 68 71 74
5 4 (adlDo 91 92 93 90
6 5 @l 45 56 59 44
7 6 GToTj B 78 88 91 89
(a) W) 21 la] 20360)H5:8)0S @) OMVE3 G2 all@d :oemlen)mMm@a)
(b) em@d G2 allad 988 Ganodmel 2 OIVENGSIGCRIDHE (G3 to G7)
CHOafl 2QPIMDINBS  AUSIHUWB g} ®)bH>.
() apenadsenio &Sl eigla] o0l (Average) mod6e @M.
(d) cos eelay 0036068108 alo2ow]l eigla] 20388

HOMBOMM@IM88 M@ 0 (Formula Function) @alewouila].
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