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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/T-A on the Answer-Book.

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

as authentic.

62/S/N/T—229-T-A | 1 [IWHMTWHAIWmm - [ Contd...



@%ﬁr%g Qrsden 8

1

@58 & 5°S Howdh PEHBoSTA FdE HOP JoVHSTH.

BF)DB0S°A Sugo DL Doy, HHVB0 & HO P oS’ HLO Hoegs® KOV WOE®
B8 0BrE . [HHen HHD EHoS® BHB, BAG Erd BBrBE DB,

o) DL DS HONO e HHFEHHV [FPONHBL.

DErerare HHE0S® JenHodd Hhen, Hogen, 8w Hod) BoHT. HY) BBEDODD

TG VN 80IEE .
RHHS0 g 88 Jo. 62/S/N/T-A 35reed HiBo e Tooxred.

©FDSEQ0 Bodk ARISION &N @DorRS), HOLH 02060V XTI SANY
@250 @0r§ 2 DORM0W XTI E"ON0TE DB,

62/S/N/T—229-T-A | 2 [IWHMTWHAIWmm - [ Contd...



DATA ENTRY OPERATIONS
e Jo(e3 eBoRS

(229-T)
Time : 2 Hours] [Maximum Marks : 40
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Note : (1) All questions are compulsory.

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

08 3 (1) EHONEE Hhrerdine Erotdw.

(2) P8 PF) Wrdpen GPISCEINT BHGRITOW

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 (ii1) Set of Programs
(d) Operating System (iv) Multimedia element
(e) Software (v) Flat Panel Monitor
() PLOTTER (vi) GUI
Bod i HBVPOY AreEd HHF0S® [@oNod,
A B
(@) . 2. &. D) P& af
(b) Jd3r dew (i)  eeE HBZoee
(c) S Bawd (2638) (iil) seEgEHre HDLS
(d) eBeoR D (iv) 1B Hureso
(e) @%38 (V) P& S Hrded
() Peb (vi) . oo, @. (GUI)
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1
2 Write in your answerbook, True/False for the following statements: EX6=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.

& (808 WBoYH b Hrerare JBoST HBGHS® °6° @008,

(@) BE DS B0 (BE S NG DG HOETOLH GrETSes.

(b) o0& 526 (Sound card) 36 $¥6¢5 (hardware) &° gy,

(€) o&S B°Y G 86 @SS Vo8 FFuorr By WEFHD Hroedy
0O,

(d) &BY er8yd &driod B8Y BOS” BE)HE.

(6) rgBew @) DoBBY ST B ?0053635 5°9).

(f) $8S° 280 26)@&1)6 @EEROGY S0P BoNDHE)Y.

3  Define the following: 1x4=4
(a) Cell Reference (b) Speaker
(c) Taskbar (d) Machine language
Bod e JsgoToR.
(a) S 0PB (b) 088
(c) & b (d) DAS orgoneEd
4  Write short notes on the following: 2x4=8

(a) Scroll Bars

(b) Computer Operations

(c) Typing text

(d) Inserting clipart in a worksheet

&8s (80H & DofNore (Traod.

(@) 95 2By

(b) odrgwb eHTASY

(c) &5y B0k

(d) HFabs’ 835 @oG Botoe
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5  Differentiate between the following: 2x2=4
(a) Inserting and deleting Page Break.
(b) Headers and Footers.

Bod ¢ Hugg o Bmod (EoNod.

(a) & @5 ay8oh (Inserting page break) odoxw &O& (Deleting page
breaks) o Hogg o Swren

(b) =rgdy (Header) v8oxn Hwdy (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.

&t (80O D Jdrrerddwen [@rolod.

(a) PHoBAS (Presentation) G3wg) =S drgs  (Normal view) o  H80D

o DHB0W0E.

-0

38& rex

(b) 5)aS (Worksheet) & ardper (formula) o s Dowed ot
[Ero00&.

() 28 BendS (Work table) & &OGrA0D  weér Sy (data source)d
BoXPE Do SFOL JHB0WOR.

(d) o&® (Windows) &° a8 @re 8 Bo ¥ @00l

(e) & 0% (Page Setup) G0 a6y GHAIPAOD Wb JS0S*D WeS BB
(page margins) @) JHO0BOE.
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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.
(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.

&3 Bod a°¢38 DXrerarodd ([@PaHos.
(a) 8 wdgdod (Word document) &° O 8 &6 8 &HBrAoD S Bod

BEgOD VP,
()  @sgod (Document) o3wg), @od @iy  (Print Preview)o
BB EIS

(i) S (File) 8858 (Open)
(iii) &8 (Text) g D08 2T (paste) VoL
(iv) &8 (Text) &podH (ustify) Bodeeds
(b) 2ad H5d0s® (Text) Bod HSgey BoHEAd SFod [@roH0d.

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) &8y (Text) & 3& S (Right Align) Boxe

(i) oS Hdrerdy (Font size) 14 Frowo®sH DowbwEs

(ii)) H&oh (‘Bleeding') e HrQ) 7S B SEHRS &8 HrdyEdd
(iv) 88 )doh (Line spacing) & 1 20& 2 8 Wows@dd
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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

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

(i1)) 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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&t (800 PHODH Jdrerddwen [@rolod.
(a) <3 [Bod VP &8 VD rodo B PP dJglarene ergre Mo §od
Berdy Srhpod. & der egrdor 88 e g (Line Chart Plot)

HoDER Sdod (steps) [EroXod.

A B C D E
1 | g Sogg | w0 Tigers Bears | Leopards
2 1 23008 28 35 15
3 2 DoDD 26 32 14
4 3 308 27 36 14
5 4 QRS 29 37 15
6 5 D 25 30 10
7 6 ) 24 29 9

(b) Bod Ber 28 V0P GG 5 0B B&rHe WY, d#so DB D
QdFowosy (Tax deduction) Soepdy &rcs HBES® Wrdod.
& Jdrerd egrdorr (8od (DI ddurgrddweny ([@erodod ?

A B C D

1 @5*"5& ol B0 [Ho) WHHFowoy | AES o
2 Klﬁég@S“’% 50,000 6200

3 S Bodoed 35,000 2000

4 QSE @mé& 45,000 4500

5 draa doh 28,000 1500

6 PseR ¢3¢ 41,000 5100

7

() ©0s8 &&¢heo Iwdo £do B8 osedd S (Cell) BT &° rdyor
(formula) @E~o%0&.

(i) DS (Cell) D2 &° drsgss Gng S dso (Net Salary) SF"dmd8
rdnor (formula) (Ero0od.

(iii) D2 %o& D6 & ardnee (Formula) 5% (copy) Bo0@ed8 ddoty @ronod.

(iv) S (Cell) C7 &°, B8 &&gH SHoVD driew Koy (Tax) B8 08w
rdnor (formula) (Ero0od.
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