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General Instructions :
1 Candidate must write his/her Roll Number on the first page of the Question Paper.

2 Please check the Question Paper to verify that the total pages and the 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.

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

4 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.

5  Write your Question Paper code No. 58/0S/1- C| on the Answer-Book.

(a) The Question Paper is in English/Hindi medium only. However, if you wish, you
can answer in any one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu,
Marathi, Oriya, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit
and Sindhi.

You are required to indicate the language you have chosen to answer in the box
provided in the Answer-Book.

(b) If you choose to write the answer in the language other than Hindi and English, the
responsibility for any errors/mistakes in understanding the question will be yours only.
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DATA ENTRY OPERATIONS

ST TEl ST
(229)
Time : 2 Hours] [Maximum Marks : 40
g 2 gue] [quiies : 40
Note : (1) Attempt all questions.
(2) Marks are given against each question.
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(2) Y% 99T & Sih SHb A ¥ W™ |
1  Match the following and write the answer in the answer book : %X6=3
A B
(a) Laser Printer (i) 0’s and 1’s only
(b) Binary numbers (ii)) Plotter, Printer etc.
(c) Output Device (iii) Fast and Quiet
(d) Windows XP, Windows 7 (iv) MS Excel
(¢) Workbook, Worksheet (v) Normal, outline etc.
(f) Slide Views (vi) Operating System
=1 diie fiemy oIk swR 3o s gRae | fod
A B
(a) ooR fieR (i) ®ad 0 AR 1
(b) T AR (il) e, fiex anf
(c) 3mSeye fearsw (ili) 991 IR v
(d) fods XP, fdsrg 7 (iv) T TE Tad
(¢) dBgH, THINT (v) ¥iHd, 3nmSedsd e
() “IsS 7 (vi) SifaRfén Rwew
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2 Write in your answer book, True/False for the following statements : %X6=3

(a) Slides can be seen one by one during slide show.
(b) Rulers display left and right scales.
(c) CTRL + SV is the short cut key for saving a document.

(d) Activities such as copy, move, rename and search file are called File
Management.

(e) Utilities are a type of system software.

(f) My picture folder displays a list of photos used by current user.
fret ot @ oy ool SR gRew ¥ w8 | e faRay

(a) ¥ISS N @ RN WSS ® Th © 91§ U PP <@l ofl APl Bl
(b) e ¥ T AR o1 wha YSRia Bk R

(c) CTRL + SV, S@gdc & a4 &1 & U g 89 aell viidee o 2
(d) @, qa, 9 Td Fd WIsa oA RfEl w1 BIZd Y§EE wE ol B
() FRRE to ydR & Rivcn wivewR 8 ¥

() w18 TR wiesy § WM JoR &R YA & T8 wiel o fore wsRia
P S R

3 Define the following : 1x4=4
(a) Compiler
(b) Software
(c) Max () function
(d) Recycle Bin
=t &t uftvme fafag -
(a) ®FR
(b) <TERR
(¢) Max () BRHE
(d) Amawa =
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4  Write short notes on the following : 2%x4=8

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

Alignment of Text in documents
Generalized Package

Password
Structure of Worksheet

R wfera fewoh (Aew) fafeg -
SIRGHCI H TRT B TellgTHT
SRAISTS Ul

IRATS

qPpeNe B GE

5 Differentiate between the following : 2x2=4

(a)
(b)
=
(a)
(b)

Headers and Footers

Page Size and Page Orientation
P I IR WK BN :

TS T PR

LRI G IR E B IR

6  Answer the following questions : 2x5=10

(a)
(b)
(c)
(d)
(e)
=
(a)
(b)
(c)
(d)
(e)
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Write the importance of an operating system.

Briefly explain the utility of Mail Merge Programme.

How many types of font styles are used in word document ? Name them.
Write the steps to protect a document using password.

Write the steps to insert a new worksheet.

7ol B SwR Y :

RS Rivew & faeiwen &1 o= Hifvrgl

U WOl YN O SUARE @1 W89 § quie |

98 S # fPan UeR & wie WFA TR B W 7 SHe AW fod)
T BTN B g U S @ i e B ww Rl
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7  Answer the following : 2x2=4
=t & s i
(a) In the word document, which short cut key or keys are pressed to do
the following actions :

(i) To print preview the file
(i1)) To start the spell checker
(ii1)) To insert a page break.
(iv) To make the text underline
T g8 SIRHc W 91 311 & & & forg fea—fda wiicae a1’ a1 ‘w9’
P TG WA T ?
() wEa @ fic B a3 & ol
(ii) wWe@PR Bl IRY B forgl
(i) ¥ ¥ 3= B B forl
(iv) SRE & 3iEemz &1 & forgl
(b) Write the steps to do the following in any given sentence :
(i) Make the entire sentence All Caps
(i) Make the entire sentence Center Aligned
et M Ry T a4 A @ @ T 3 w'w faRag
() R T B ot B (AW e dfed §) T
(i) R IR B HeX Versd Al

8 Answer the following : 2x2=4
fmr & s ?ﬂﬁlﬁ :
(a) Following data shows the percentage time of a day which the children
of a play school spent on various activities during their school hours.
Based on this data, write the steps to plot a PIE chart.

A B
1 [ Activities of Children Percentage of time spent
2 | Playing 20%
3 Swimming 10%
4 | Colouring 20%
5| Horse riding 15%
6 | Tiffin Eating 25%
7 | Garden Activity 10%
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A B
1 | =@ @ wfafatert o I W @& ke
2 e 20%
3 U=AT 10%
4 | ™ &= 20%
5 | gSHaNl &R 15%
6 | feftr @ 25%
7 | ¥R ® B B 10%

(b) Following data shows the quantity and price for different brand of 215
litre Refrigerators sold in a show room near to your house. Based on
this, write the formula to calculate the following :

A B C D

1 | Name of Company Price in | Quantity in Total
Rs/piece Store Price

2 Samsung 16,500 5

3 | Whirlpool 15,800 6

4 | LG 17,000 4

5 | Godrej 18,500 7

6

(i) Total price of all Samsung refrigerators in the store in Cell D2.

(i1)) Total price of all Godrej refrigerators in the store in cell DS.

(ii1)) Total price of one Whirlpool refrigerator and one L.G. refrigerator

purchased by one company in cell D4.

(iv) Average price of each refrigerator in cell B6.

58/0S/1—229-C |

OAC]

=]

[ Contd...



(b) =1 STel 3us W & Toidier Th Ied H W fafu= stig & 215 <l 9
fhoRex & A= Td HiHd fe@Er B 39 YR R 9 & M FA

@ fou wren fod -
A B C D
1 | ®UN @AM LG TR # A D
(®. ) | o1 | <@ d@&m
2 | HESE 16,500 5
3 | =ciga 15,800 6
4 | Ta o 17,000 4
5 | MeEx 18,500 7
6

(i) @ D2 # @R ¥ W@ W G Wpores B g Bl

(i) 3@ D5 & ®R # 9 7evsl Mhovedl & @ bRl

(iii) ¥ D4 ¥ TP HIN R WRIQ ¢ TP Felgdd AR TP Tel.on. Ifhorest

D FA DA

(iv) A% Mborex & 3 dHma da B6 HI

58/0S/1—229-C |




