This Question Paper consists of 6 questions and 5 printed pages.
@ ggaeea 69116 6 & g4 8 9e° 5 § qGe gal g |

Roll No.
6QUM AR Code No.
6RIQ QQQ62/SS/N/OR
DATA ENTRY OPERATIONS (Theory)
QAIFeed gaal (de18) set| A

(336-0)

Day and Date of Examination :
aQ1gl G 8 QIad :

Signature of Invigilators : 1.
FQew QIFQ :

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.  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.

4. Answers for questions, like matching, true or false, fill in the blanks, etc., are to be given in the
Answer-Book given separately.
5.  Write your Question Paper Code No. 62/SS/N/OR-A on the Answer-Book.
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1.  Fill in the blanks of the followings : Y2x10=5
(@) Microphone is an input device, which takes as input.
(b) To cancel the last editing, we press the keys on keyboard.
() function will return the average value in the selected range of cells in
Excel.

(d) GUI stands for .
() The program written by the programmer in the high - level language is called
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HTML consists of certain keywords called
A workbook is a collection of

~

MS Power-Point is used for making
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Bluetooth is a wireless technology used for connecting
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] An individual page in a MS Power-Point is called

Qg6 QUL JRLIe 9o QQ |

(a) 9F 9199 92 9@ gead Jald 26e, el Q P6Q4 QIR 928 @6Q |

(b) gede A6RINY AR PRI IR 2EANIER 6RRANATR QA0 (keys) @
clgaie |

(€ V@ 788 969Q e MS Excel @ 621019209 Q2R n RIAIQIQI 6T
adeing |

(d) GUI @ gal @il |

(e) 64I9IFQ QA AYS AL A QI 6gI9I9Q QRILN |

(f) HTML 6Q 6@609@4 808 691619 99 (keywords) a1, @19 QI |

(g) Y@ 20Q 6AYel ¢lol (workbook) 6298 Q QLR |

(h) MS Power-Point dIQ QLG 6LIRAN |

(i) Q- 98 Y@ 690IQ U2 gY@ Sayl gee QILl Q Q°6QIs @& |

G) MS Power-Point & \@ 368 g|a1g QRGN |

62/SS/N/OR/336-O-A | 2



2.  State True or False : 12x10=5
(a) Printer is an input device.

(b)  Arithmetic calculations can be done in Power-Point.

(c)  Address bar is used to specify the URL.

(

)  Cross-references are automatically updated if the content is moved to another location
in Excel.

Q.

)
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Operating System is an application software.

,.\A
)
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Contents in the header will appear at the top of each printed page.

() Any presentation consists of four elements : You, your audience, your message and
your tools.

h) Slide sorter view can be accessed from edit menu.

[
~"

A word processor is a software package that helps to create and edit a document.

()  Internet Explorer is a software used to view a webpage.
Ay Q1 FaNl AR KA |

(a) €Q8 99 9@ g6 JaI°d 26T |

(b) Power-Point 62 QlldEe I S€Ql @RI |

(c) URL @ 3390! @6Ql IR 21689 Q0@ 2R 62IR2IN |

(

d) 9% Excel 6Q 899929 6615 IQ 2R @ 19 Q@ QAR 6661 @Y-6QTEQ] AT
QUEQ 2YELT 62T |

(e) UUERG® QAN Y@ Y6LITINR AYEER 2U6E' |

(f) 620Q'Q 9999 726 JIQ F1H6R Q84 621N |

(g) 696x183 RULTRR ¥ & QRIS Q8 - 9671, QIR 6419198, QF R N QIR Q16 UG |
(h) QIRe ATQ QY 26T IGS 671Q4Q 928 @RI |

() (19 69162QR 6208 Y@ AFEGAIR AYERSR, N2 G2 DAUG 99° AEHUR IR ALAYY @R |
() QLAEAT IFEYR 62Q8 1@ ATEGAR L2l QI 26 63Q 6IR] 6QY IR |

3.  Define the following terms : (any two) 1x2=2
(a) Desktop
(b) Macro

() Internet

ANge d99@q Ul @ | (6a6elad Qada)

(a) 6029
(b) €l6q
€ Q9Q6Re
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4.  Write the short notes on following : 2x5=10
(a) Printer

(b) Application Software

() Mail Merge

(d) Spreadsheet

(e) TCP/IP

(a) €98 99

(b) 6T ALEER
(c) @0 dge
(
(

5.  Differentiate between the following : 2x5=10
(@) Input Device and Output Device.
(b) Normal view and Slide Sorter view.
(c) Table and Chart.
(d) Outline views and web layout view in MS-word.
(e) FIP and HTTP
aidey @4l -
a)  g69d Qa8 NQ° Ade Agl°d
b) QIR @] 9e° YRe ATQ fR

(
(
(c) 609m 9e° QIG!
(d) MS-word 6@ 2RI YRGS ARR AR IL° 63R, 6R-2IRAG. QR
(

e) FTP 9@° HTTP

6. (a) Mrs. Urmila is working in IGNOU organization and she has to create presentation in
MS- PowerPoint. Now, she is unable to perform the following task, help her to do so,
by writing the steps : 1x4=4

(i) Insert a new slide.

(i) Insert a sound file in a presentation.
(iii) Insert date and time in slide.
(

iv) Insert a video file in a presentation.

T
“r

;-'-!.f [ Contd...
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(b) Based on the following data, find the values of the expressions :
A B C D E F G H I
1 | Roll No| Name |Hindi |English | Mathematics|Economics | History|Total| %
2 1 Aman | 43 38 46 38 43
3 2 Juhi 46 36 37 33 42
4 3 Meera | 36 45 38 45 35
5 4 Prasant| 42 30 41 45 41
6 5 Sakshi | 48 45 48 41 42
7

(i) In cell H2 function as=sum (C2 : G2) and copy the function in cell H3 to H6
(i) In cell 12 formula as=(H2*100)/250 and copy the formula in cell I3 to 16
(i) In cell H7 as=Max (H2 : H6)

(iv) Incell I7 as=MiN (12 : I6)

399 99 20 @ |

1x4=4

(a) §eaq afiel IGNOU QI91@ 9@ 2°d0R6a @lfl @gad 1e° 62 9@ 2afIge MS- PowerPoint
g0 @68] | @arIe 6d AOAYe AIHIGEe @RQl AR 2QAINY gRId RQR] | 967 FORYE
@Y FAQIR 6QIANRYEPR CAYLER BIF AIRIAY @R |

(
(ii
(ii
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1
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i) QU NG R AAa

) QUL ARIER IR ARG TIARG 08 QAR
i) QD 9L° CIRHR QR AAQI
V) R 606 gIang 299199l FIER 98 Ka9l

(b) @C6Q TULIRIYR! GaIg A& @Q TN dga MY FQUE !Q |

A B C D E F G H I

e |6ama| Qe g1 | gie1| ode | adee | AeeIa | 61 [2IaRIG( %)
9 e a0 | wn | ar %9 qar M

n 9 Q@ ¥9 | N9 no o0y %9

1 oy el | o 58 ar %8 ne

8 % gele | %9 Mo % e %8 %

9 8 ag | ¥r %8 5T % %9

)
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i) H2 62I01Q @Idy=sum (C2: G2) 9e° H3 § H6 adie 621001Q @aa (copy) @9 |
i) 12 6x10Q1Q 98 = (H2*100)/250 ¥9° 98 I3 § 16 9948 61010 9an @1 |
i) H7 6@10Q1=Max (H2 : H6)

iv) I7=MiN (12 : 16)



