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contained in the Question Paper are the same as those printed on the top of the first page.
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DATA ENTRY OPERATIONS

(BJ6Y 266l (4 HLOUGEHNSHEGN)

(229-TM)

Time : 2 Hours] [Maximum Marks : 40
CHYW : 2 Wweoh\] [Qrss WwHIOUGTEGT : 40
Note : (1) Attempt all questions.

(2) Marks are given against each question.
@Oy : (1) senensg eNanesEhs:@ED ellsnLweflss.

(2) olanagalsn ey AHHENG WEHIOUGTNEET O&N(HSHEIIL BET6TS).
1  Match the following and write your answer in the answerbook: 3

Column A Column B
(a) LCD (1) 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
(f) PLOTTER (vi) GUI
UTHSHES

A B
(a) LCD (i) eNflgmer
(b) efigCum &lefli (ii) GeuafliL®@ smei
(c) GOUGIL SALGUGHEIOT (iii) Blycussaflenn AEMGIY
(d) 2u&s sy (iv) uey e s&&Hen UGS
(e) QWG QUT(HET (V) 8&leoL / FDOISSEIILL $Heny
(f) euemgeN (SlenmiLim) (vi) (GUI)
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2 Write in your answerbook, True/False for the following statements: 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.

(¢) Passwords are not at all case sensitive.

(f) Multiple documents can be opened simultaneously in Word.

AanpEsiuiLena sllun, saupm acr GOHUNGS.

(a) wafll Gueoim (light Pen) wOmd 10Jns umey s&lwemnen Geuaflu§i®
SEGHONFEHEHFHTC FHNCONHBET  HGD.

(b) @60 aieoL (Sound card) @GOG [ GUGTOUTHET SHEWD

() udw cuem GunmetEemer Hlmegww (Install) cuFHemnw GHlesoCLT6N

QUGG

(d) QL&el ungen (26mpiaully) 6sneal Fegyeilcs eemyenu erefl
Plowd.

() &LOE QFNH&EET G(PHF GlgG|GITG] (case sensitive) GHNGHOILGHG
HED.

(H €y CRISSG U 260 AGGIHSEMET Word CPeID HNbE OFT6T6
PloWd.

3 Define the following: 4
(a) Cell Reference (b) Speaker
(c) Taskbar (d) Machine language

Q&M (HSSHUULLEDCIGHENET  GUGHTWDI
(a) mcooamenD umtienaiiLcy (b) 60 QumsS
(c) ueoolliulGon (d) Bupdly Gwmd

4  Write short notes on the following: 8
(a) Scroll Bars
(b) Computer Operations
(c) Typing text
(d) Inserting clipart in a worksheet
g @Oy euenrs
(a) &lemy 2(mency UL6oL
(b)  Seootlioun Bwesd
(c) ey 26eflLéy
(d) silLaemend Gswell elflgnaflen Hlefll a4 OFEHESHC
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5  Differentiate between the following: 4
(a) Inserting and deleting Page Break.
(b) Headers and Footers.
Oeoraumeusmaunmet  CaunuBHSS.

(a) uss DenLOeuall (page break) e@maN&E@H60 wWHOW (Deleting page
breaks) B&&H60

(b) &emeuy (Header) wimmd (Footer) sig&@&mliy

6  Answer the following questions : 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 grogram in Windows.

(e) Using Page Setup dialog box, how can you change page margins ?
Explain.

EpsaEnamd cNeNeEsEhsE cleoLwal]

(a) Hapsgecs Fogy unienauillelles e6ier STHTICT  UNTEHGIUILG
(Normal view) upg efleur

(b) siLauemend GFwell elfignaflcn aumUIUTIGHL BHEC 6[EHHEUSSTG
Ulg OGN GGT &G .

(c) e6m) HanHmF ol SU6 cpasHemd (data source)
2 (HENSHGCUSNHENC UigHCOET F6LNIS.

(d) elleaCLelcd @@® LweauTleoL / HIcncy SN RGHDETC Ulg &G
WITGOIGU?

(e) Page Setup 26mIWNLEY QULGOWE AFENCINI([ LSS RTRSENET CIEIGITD
wrHmeImi? cleur

62/S/N/TM—229-TM-A | 5 (AW - 1 Contd...



7  Answer the following: 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 bondage, 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.
OFHTHEHIIL NeoN&aEhEE elenLwafl.
(a) Qeoraumd OFWEISHEMET AFUIGIHNHETG GlENHFINCIENS GNISE CUDSECOEN
GG
(i) Print Preview
(i) saunsnsd SHosHse
(iii) syeuconsglcn 26my aufleow UL
(iv) usd Denge justify
(b) S ecojemu SLEH &0 QGUMHD OFWCIHEHSEHTC Uig&HEnET

(D).

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 bondage, elevate the part,
keep at rest.

(i) <emyemuw GG usdH Demge OF
(i) asg seteme 14 yetefleaE wanHm
(iii) 'Bleeding' @sony G&ncucnen Slgwennged (Bold) Guflu a(pggissaflayd
(Capital) wMHOIS.
(iv) afl @eoLocafleow 1 G0GHE 25@& LIHO)
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8 Answer the following questions:

(a) The following table shows some data about current wild life population

(b)

()

(ii)
(iii)
(iv)

of a particular area.

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

Write the steps to plot a line chart on the basis

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 Salray
2 Surya Prakash 50,000 6200

3 Sahil Kurnar 35,000 2000

4 Niraj Shrivastav 45,000 4500

5| Rupesh Singh 28,000 1500

6 Prakash Datta 41,000 51007

7

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

Write the formula to find the net salary of Suryaprakash in cell D2.

Write the steps to copy the formula from D2 to D6é.

In cell C7, write the formula to calculate the average tax deducted for
each employee.
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Seumd elengesars@ elemLwe.
(a) OeoGUmD S LEIGHGIOWNGNE| Ul GlRIGSHEN6o GaGoocIl&:6n& 60Ul
GNETEHGD HIUSHENET OFTGOLE. DB HISHOETE OHNGNE B[
CHTECHMN (B elengsiud (Line Chart) 6uenjs.

(b)

(®)

(ii)

(iii)
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A B C D E
1 | cnacoo | wIGHD | yeI&en | SNlp&en [FNSHcnsaH6n
2 1 e 28 35 15
3 2 Al 26 32 14
4 3 DT 27 36 14
5 4 gu 29 37 15
6 5 G 25 30 10
7 6 St 24 29 9

SDoImD SIS T 5 ussollunenigatlear  Quuim, &gwbuemd wHMID  Gurfl
ghlagen  afuapeny SN EEDGH. DbH SIUSHNEE  OSHTC0([
Neoaumd GleomaHEhaE eNenLwarf!?

A B C D

1| uesollwrent Quuwit FUETD auflgpley Bl&g&Fbuend
2| @& Qgsnew 50,000 6200

3 G&Hleu @i 35,000 2000

41 By efautaen 45,000 4500

5 CHEUGY &l 28.000 1500

6| Ggsmew LiLm 41,000 51007

7

B7 fopempliicn sicncsgl uesollunenigeilen GwisHs SDUeTHnS
SEO0SSIBL TLIUTLGOL G0
G&flw Ogsnewy asmm uesownerflear HEy FbuaTSHeng ScooeSHWD
amiiunieoL D2 &pmemnpuiicy a(ps,.
D2 &6 D6 asny ediean  SlHnempnsefics  aumiliumicol  [H&6
GABUUSDHSEMCT U HEOET G(DG).
(iv) ggngdl afl splene &ngoud ambiumienr C7 SHpempuillcy 6(psl.
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