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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/OR-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
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(229-OR)
Time : 2 Hours] [Maximum Marks : 40
ang, 2 Q& [@AIYR ARUIe : 40
Note : (1) Attempt all questions.
(2) Marks are given against each question.
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(2) 6@ daa @IQlel dIsien 6Qg da@  clmiler QAUARR |
1  Match the following and write your answer in the answerbook: 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
(f) PLOTTER (vi) GUI
GOmEe ada 6dne @A QA 09 Qaq gaeiea eme |
A B
(a) YR.4.e (i) 6gede
(b) @86 Qad (i) 099 99
(c) dee aQ8! (iii) 6diglyl 696 @0l
(d) aded® den (iv) FRGF0a Qalalg
(e) QEPGEELR (V) QIS aHern AReQ
() 9ea (vi) G.00.214
62/S/N/OR—229-OR-A | 3 (MEIMAARR A RANL I [ Contd...



2 Write in your answerbook, True/False for the following statements:

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

Light pen and Trackball are examples of Output devices.
Sound card is a hardware component.

Windows provide quick and easy way to install new hardware.
Text can be inserted in slides using text boxes.

Passwords are not at all case sensitive.

Multiple documents can be opened simultaneously in Word.

AaREe 99dee 0a 9 QA R6Q e 93eIca e !

(a)
(b)
(c)

(d)
(e)
()
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3  Define the following:

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

Cell Reference
Speaker

Taskbar

Machine language

GanGe €99eq Qe @q |

(a)
(b)
(c)
(d)
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4  Write short notes on the following:

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

Scroll Bars

Computer Operations

Typing text

Inserting clipart in a worksheet

e G@eN el

(a)
(b)
(c)
(d)
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5  Differentiate between the following:

(a)
(b)

Inserting and deleting Page Break.

Headers and Footers.

DOmEe criea aiday edle

(a)
(b)

6  Answer the following questions :

(a)
(b)
(c)

(d)
(e)

§6e6l 6 QTR 60REQR

Q009 Y9 PEQq

Briefly explain the Normal View of presentation.

Write the steps to copy a formula in the worksheet.
Explain the steps to create a data source using word table.
Write the steps to start a grogram in Windows.

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

08 94a QaQ RS |

QoglaRlea gel adin @9 @ e8deq gl @q |
Glade €a d9 @ 9an (copy) @6RIQ IR ¢oa e |

Glo dIQENg @19QIQ @9 98 @Q (data source) HIUQ FQQIQ AR
Q69 eme |

Geala 6 YR 6digif Qs Q9 cdidie 90 emel |

g8le @1ede @Qel diQ GlIaRY 9@ e AR, IR @Ieq g8l
AIGe @ a0eas QQaIRe, 9dal @q |
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7  Answer the following:

(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 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.

FARGe ge90aq @aa eme |
(a) Y9 @10 0946746Q AIRGe @& din 91990 6Qadiel diaed @ goe
cas |
(i) Y Q@@\ (Document) Q gi@ (Preview) (196l
(i) Ve @89 csliRal
(iii)) V@ QG 6Aslle 608 @QQl
(iv) Y@ 6adlQ QdGria @QQl
(b) QIAEe 6RUIQ gea @Idi QAR Ity 999 cmel |

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) 6REITe @86 €g8N1eeaadc Q& |

(i) F918Q Q] 14 a¥v&q 9F @q |
(iii) 'Bleeding' 6@6@ Bold ¥9° Capital @Q |
(iv) el 1 Q 2@ 9F Qq |
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8 Answer the following questions:
(a) The following table shows some data about current wild life population

(b)

(1)

(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 Dé.

In cell C7, write the formula to calculate the average tax deducted for
each employee.

GORGe 690eq @aq emel |

(a)

GRG0 CIQNER QIegE Gl 98 delf AAIKIR] | gea QN
Q19910 @0 Y2 ARe OIF @l MG 9IF gede @QeIa 6dIde 6Re |
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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
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(b) Y@ QAR 9108 @Q8al 5608 adele QIF Ye° aQdl, 6l AlaQ
QUARR Y9° A (Tax) QITEUARR | FARES 01Q 6@ ARG gea

Q9 6mel |
A B C D

1 | «delene QIg alale] A Q6dq 626 Qa4
2 | adi gelé 50,000 6200

3 | ada qaQ 35,000 2000

4 | 90 19199 45,000 4500

5 | Qeod @e 28,000 1500

6 | gale @@ 41,000 51007

7

(i) 98 edelale 6716 Qg (net salary) 6810Q1 B7 6Q 6a&IQl aie 99
GQa8 e |

(i) 6RI0Q1 D2 6a &al adi gald Q@ &7l Qaell R76e 99 6Re |

(iii) D2 @ D6 90Q 99m (copy) @09 dia 69 €o@ &ad |

(iv) QI 9Q RIGQI (Tax Deduction) AR Y8 99 A6A Q@Q ¥&° QIQl
6RI0Q1 C7 69 6RS |
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