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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 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. 60/S/A/TM-A on the Answer-Book.

6 The Question Paper is bilingual. In case of doubt, the English version should be considered
as authentic.
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Caiat Heogl elenggnaflen WHHUESSHE Heog UHOGICINEHGIN E(DSHIL
CouGHnI (HID.

WHHUSHEHH QHUEGHUNG UGN GeTeteunn QLTSS USSR, cllcmagarflco
Qss aconcl&Eeme Elusnc cllsnsgnetlcy eenenema asucng SWey &g
giluni&gls asnens.

AENEHS CHISHNGE e leSEEhEGD elenLweflgaeyD.

NOLIUSHESHH0 USHOCIGINEI0ISH0SH6 ©EISHEIULHETET DHmSHS SHET Coun)
anbg L5 udHecucinencond GOIUCEHT, Caum semLwnens: Gl&etBeuCsT
GOLLMG). AGUAIND QFWFHTCN 2MHSET CHIGY OFINSHHESEITEHNG).

ongang cllcnagnaflsa udey acior 60/S/A/TM-A 2 allcoLggnaflcu apsa.
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DATA ENTRY OPERATIONS

(BJ6 266 ([ HLOUYHNEHEGN)

(229-TM)
Time : 2 Hours] [Maximum Marks : 40
GHYW : 2 weonll] [Qwnes WwHIOUGTTSET : 40
Note : (1) Attempt all questions.
(2) Marks are given against each question.
@Oy : (1) 3senenHg NeesEhdH@ED cllenLwefss.
() olengaailen ey AFHHENG WEHIOUGTNSEET OGN ([HSHSHUUL BET6TS).
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 (i1)) High Level Language
(c) Close button (i11)) Symbolic codes
(d) Slide show (iv) Data storage
() FORTRAN (v) View type
(f) Memory unit (vi) Function type
UMGBSHSIS.
vGH A vG$H B
(a) Mnemonics (i) Bgelles bHE Qeueflcumse
(b) SUMIF (i) ewd Hlemen Gwmd
(¢) ew@® Gunggneo (iii) Symbolic codes
(d) &leugy unicmey (iv) &j6 Cgbliy
(¢) FORTRAN (V) umiemel GUEmS
(H Hemeoiaud 160G (vi) &My Guems
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2 Write in your answer book, True/False for the following X6=3

N =

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.

(f) SHIFT + F3 is the short cut key used for changing the case of text.

&Qp Osn@Easiu Beratienca sflun seapm acl GOHUNEGES.

(a) @@ gFngnen clengl ucemslcn 104 cllcngsen <enenea.

(b) Restore &lLemenuncg CHOGHFH GOGUSSIULBETET  CHTINSHEHET BEHS
uweoTUE S S

(c) OEMLIFSFWNS Qevans CEHMugEmen CEHHOSHEES CTRL clleng uwsuGSing).

(d) Replace font - & wweuBEE Seugyeilcn ediar font Hemer WAMH WlUD.

(¢) Track change @eop GN@HUUD Insert tab H@GET 661G

(H  aWsHs GgeIGoITaNEEMET (change case) WIHMIGUSHDHE SHIFT +F3 gnel&
CaTONGoND LWETUESHDSI.

3 Define the following : 1x4=4
(a) Utility software
(b) Formula
(c) Control Panel
(d) Printer
NETGUHEIGHTAINGON  CUETTWDI.
(a) uweounL( Qe QuUITIRET
(b) Gumiun(
(¢) &LBUME ucussd (Control Panel)

(d) sF&0 Gum)
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4  Write short notes on the following : 2%x4=8

(a)
(b)
(c)

(c)
(d)

Font Face

Rulers

Input Devices

Creating Smart Art in worksheet.

GOy Cuenys.

aWR&HE® WaD (Font Face)

si6ne) G&meu (Rulers)

26r6fL({ SHHel&Her

siLaucmeon ellflgnaflen (Smart Art) 2(mEUT&EEGSH60.

5 Differentiate between the following : 2x2=4

(a)
(b)

Spelling and Grammar checker.

Deleting text and Replacing text.

6 OFBTESHSINLDISHENET CouUBSHSIS.

(a)
(b)

e con Qoo LOHOL GAWRSHN Gen SHOFLH6
26U ADSH0N LHOID SENTEOW  DTHHIHGE

6  Answer the following questions : 2x5=10

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

Write the importance of Mouse pointer.

Write the steps to copy a file using My Documents.

How can you create a data source using Excel worksheet ? Explain.
What are the various elements of any formula ?

Briefly explain about various slide layouts.

Epsncld ellenngsehee elenLwel.

(a)
(b)
(c)

(d)
(e)
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Gl s&@Olenm (Mouse pointer) W&HEWSSHIGD UDHH E(DSIS.

My Document - 60 266l C&HMINGHE HEH EHIUSDHSETGH Uy SEEOET G(DE).
si'Lauemeon GIlflgTeT O&NGHE SI6) CPEISHENS EGIGITT 2 (HEUTEGGITI ?
GG & & S.

GUTILIUMLIG) SMGIOIUIUBD UG) GIGHS SELMIGHET WIGHGI ?

glougy uniemauilLelleo Gueng&:eman  alleul.
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7  Answer the following : 2%x2=4
(a@) In a Word document, which short cut keys are pressed to do the
following actions ?
(i) To copy a paragraph of text
(ii)) Go to the beginning of the document
(ii1) 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.

(i) Correct the spelling mistakes in the above paragraph.
(i) Above text is Ariel and size 10, change it to Ariel black,
size 14.
(ii1) Make the above text Bold and Underline
(iv) Left align the text.
Spanemlb &g Ehs@ cllenLwarl.
(a) 260] SACGTHHO SWPETYD OFWEUTEHELS:SETC ST6IE
CEMDMGORISHEMET  GI(DG).
(i) usHeow BHHO aBHHe.
(i) eucnSHE AFNESEHHNEG OF660.
(iii) 2myemw WIHNESHDHES.
(iv) Beugacool Qlemp LOOWY aWsSEHL Genw sMagiw.
(b) S uHHemw LweTBSHS NemaumDd FwUN(HHECEmET CHOSTETEHD
Ulg HGMET  GI(DG).
Tillnow our instituta has
imperted skill based training to over

50,000 youngboys and girls and created
empleyment opportonities for them.

(i) Coeeu edrear usHUlcl Deugscmd LHYWD WSS Nempenw
FHOFWWD Uy &HEmET G(DE).

(i) CGuwCe ecten eemyuicgl Arial, setey 10 yetefluLen eetengl,
agemen Arial Black, sianey 14 yenefl G&neiolL 6nyung wrmHm).

(iii) CGwCe e6ten uHHemw HigwenEa (Bold) sig&esMgl ()
(Underline) &MLLGYD.

(iv) 918 usdH Denge| AFUWGD.

=
)
=

i

60/S/A/TM—229-TM-A | 6 [ Contd...



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
21 1 Sudhir 68 80 72 84
31 2 Snigdha 85 72 79 81
4 3 Manav 69 68 71 74
51 4 Pratham 91 92 93 90
6 5 Neena 45 56 59 44
71 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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1D G elenngsEhs:@ ellenLwal.

(a) Spanaold sAlLaememilel & Ha uGHsaflen CDDUM I HSTE
AFWW GUHEITI AFGENGITSHEMS (6 H6oolsens Hlneucd & GHns.
DG SHICSHENGTE ASHTN®E 6L ellaT&ESEIILD (pie chart) GUEnYS.

A B C
| S.No. | Areas of Development | Revenue spent (in %)
2 1 &606H 22
3 2 HENHNJD 27
4 3 261]&  GUETITE&) 11
5 4 GllGugmuID 25
6 5 g6y 15

(b) 10 ab @y 6 wremaigafican 4 wemon&liflg CHiTel WHIGUGTISHET
sl Leuemeoniled SMLLIULBETeNgl. D& SIGIS06NE ST H. SDaIHD
NGO S EHESNGO GUTUIUTLGOL (8IS,

A B C D E F G
1| S. No. | wnesoeu Quuit | syhdleubd | Seooligb | sileilwecn | &eoolcooll | Q&g WHIOUGTTSET
21 1 Gl 68 80 72 84
3 2 L 85 72 79 81
41 3 \DGOTGY 69 68 71 74
5| 4 D 91 92 93 90
6| 5 Beon 45 56 59 44
71 6 geNew 78 88 91 89
(a) &HT acom wicoocucsllen LTSS WHIAUGTICHCTN &G
G2 Slpnennuiicy GUTLUMLGOL (&)
(b) G2 e 2den amiunienL. G3 WHeN G7 aen] BH6U GHUUSDHETGo
Ug&HEOET GG
(c) simen&HF) wrcmoeTgatlcn gyngilenw ST QTLIUTLCOL G(RSIS.
(d) smillemen (Function) UWGTUESHSH @EIOGITIEH 1DNGTOGIGH|G GWDTES
wEliouctTGoollel s1gle: WHINUCGNENGTT ((PSHE) WHICUGTT) SHTGITID
QUTWIUTLGOL  GI(RG).
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