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This Question Paper consists of 6 questions and 5 printed pages.

Ap âñ`Ódp„ 6 âñp¡ A_¡ 5 dyqÖs `p_p„ R>¡.

DATA ENTRY OPERATIONS (Theory)

X¡$V$p A¡ÞV²$u k„Qpg_ (rkÙp„s)
(336-G)

Day and Date of Examination :

(`funp_p¡ qv$hk A_¡ spfuM)

Signature of Invigilators : 1. 

(r_funL$p ¡_p lõspnf)

2. 

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. Write your Question Paper Code No. 62/SS/N/GU-A on the Answer-Book.

kpdpÞe k|Q_p :

1. `funp\} âñ`Ó_p â\d `p_p `f `p¡sp_p¡ A_y¾$dp„L$ Ahíe gM¡.

2. L©$`ep s`pku g¡hy„ L¡$ âñ`Ó_p Ly$g `p_p„ A_¡ âñ`Ódp„ Ly$g âñp¡_u k„¿ep, â\d `p_pdp„ D`f S>Zph¡gu k„¿ep\u kdp_ lp¡e.
sp¡ `Z QL$pku g¡hy„ L¡$ âñp¡ ¾$ddp„ R>¡.

3. § DÑf ỳ[õsL$pdp„ L$p¡C `Z rQÞlp¡ b_phhp A\hp r_qv$®óV$ õ\p_p¡ rkhpe AÞe L$p¡C õ\p_ `f A_y¾$dp„L$ gMsp `funp\}_¡
Aep¡Áe Ål¡f L$fhpdp„ Aphi¡.

4. DÑf ỳ[õsL$p `f âñ`Ó_u L$p¡X$ k„¿ep 62/SS/N/GU-A gMhu.

Roll No.

A_y¾$dp„L
Code No.

L$p¡X$ k„ 62/SS/N/GU

Set/k¡V$ A
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1. Fill in the blanks of the followings : ½x10=5

(a) Microphone is an input device, which takes __________ as input.

(b) To cancel the last editing, we press the __________ keys on keyboard.

(c) __________ function will return the average value in the selected range of cells in
Excel.

(d) GUI stands for __________.

(e) The program written by the programmer in the high - level language is called
__________.

(f) HTML consists of certain keywords called __________.

(g) A workbook is a collection of __________.

(h) MS Power-Point is used for making __________.

(i) Bluetooth is a wireless technology used for connecting __________.

(j) An individual page in a MS Power-Point is called __________.

_uQ¡ Ap‘¡gu Mpgu S>Áep ‘|fp¡ :

(a) dpC¾$p¡ap¡_ A¡ C_‘|V$ qX$hpCk R>¡, S>¡ __________ C_‘|V$ sfuL¡$ g¡ R>¡.

(b) R>¡ëgy„ k„‘pv$_ fØ L$fhp dpV¡$, qL$bp¡X®$ ‘f __________ L$u v$bphp¡.

(c) A¡¼k¡gdp„ __________ a„¼i_ L$p¡jp¡_u ‘k„v$ L$f¡gu î¡Zudp„ kf¡fpi d|ëe ‘fs L$fi¡.

(d) GUI _p¡ A\® R>¡ __________.

(e) DÃQõsfue cpjpdp„ âp¡N°pdf Üpfp gM¡g âp¡N°pd_¡ __________ L$l¡hpe R>¡.

(f) HTML dp„ L¡$V$gpL$ L$u iåv$p¡_p¡ kdph¡i \pe R>¡ S>¡_¡ __________ L$l¡hpe R>¡.

(g) hL®$byL$ A¡ __________ _p¡ k„N°l R>¡.

(h) MS ‘pµhf-‘pµCÞV$_p¡ D‘ep¡N __________ b_phhpdp„ \pe R>¡.

(i) åg|Vy$\ A¡L$ hpefg¡k sL$_uL$ R>¡ S>¡ __________ L$_¡¼V$ L$fhp dpV¡$ h‘fpe R>¡.

(j) MS ‘pµhf-‘pµCÞV$_p ìe[¼s ‘©›$_¡ __________ L$l¡hpe R>¡.

Time : 2 Hours ] [ Maximum Marks : 40

kde : 2 L$gpL$ [ Ar^L$sd NyZ — 40

DATA ENTRY OPERATIONS (Theory)

X¡$V$p A¡ÞV²$u k„Qpg_ (rkÙp„s)
(336-G)

Note : All  qeustions are compulsory and carry marks as indicated against each.

_p¢^ : b^p S> âí_p¡ Ar_hpe® R>¡ A_¡ âí_u kpd¡ s¡_p NyZ Ap ¡̀gp R>¡.
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2. State True or False : ½x10=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.

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

(e) Operating System is an application software.

(f) Contents in the header will appear at the top of each printed page.

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

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

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

(j) Internet Explorer is a software used to view a webpage.

kpQy„ A\hp Mp¡Vy„$ gMp¡ :

(a) râÞV$f C_‘|V$ qX$hpCk R>¡.

(b) NprZsue NZsfu_¡ ‘pµhf-‘pµCÞV$dp„ L$fu iL$pe R>¡.

(c) URL _¡ õ‘ô$ L$fhp dpV¡$ kf_pdp bpf_p¡ D‘ep¡N \pe R>¡.

(d) Å¡ kpdN°u_¡ A¡¼k¡gdp„ buÅ õ\p_¡ Mk¡X$hpdp„ Aph¡ sp¡ ¾$p¡k f¡af¡Þk Ap‘d¡m¡ A‘X¡$V$ \C Åe R>¡.

(e) Ap¡‘f¡qV„$N rkõV$d A¡L$ A¡àguL¡$i_ kp¡ãV$h¡f R>¡.

(f) l¡X$fdp„ v$f¡L$ kdprhô$p¡ dyqÖs ‘p_p„_u V$p¡Q ‘f v$¡Mpi¡.

(g) L$p¡C‘Z âõsyrsdp„ Qpf sÒhp¡ lp¡e  R>¡ : sd¡, sdpfp â¡nL$p¡, sdpfp¡ k„v$¡i A_¡ sdpfp V|$ëk.

(h) õgpCX$ kp¡V®$f ìey_¡ A¡qX$V$ d¡_|\u A¡¼k¡k L$fu iL$pe R>¡.

(i) hX®$ âp¡k¡kf A¡ A¡L$ kp¡ãV$h¡f ‘¡L¡$S> R>¡ S>¡ v$õsph¡S> b_phhp A_¡ k„‘pqv$s L$fhpdp„ dv$v$ L$f¡ R>¡.

(j) CÞV$f_¡V$ A¡¼kàgp¡ff h¡b ‘©›$_¡ Å¡hp dpV¡$ h‘fpsy„ kp¡ãV$h¡f R>¡.

3. Define the following terms : (any two) 1x2=2

(a) Desktop

(b) Macro

(c) Internet

r_ç_ ‘v$p¡_u ìep¿ep Ap‘p¡ : (Nd¡ s¡ b¡)

(a) X¡$õL$V$p¡‘

(b) d¡¾$p¡

(c) CÞV$f_¡V$
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4. Write the short notes on following : 2x5=10

(a) Printer

(b) Application Software

(c) Mail Merge

(d) Spreadsheet

(e) TCP/IP

r_ç_ ‘f V|„$L$ _p¢̂  gMp¡ :

(a) râÞV$f

(b) A¡àguL¡$i_ kp¡ãV$h¡f

(c) d¡g dS>®

(d) õâ¡X$iuV$ ú

(e) TCP/IP

5. Differentiate between the following : 2x5=10

(a) 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) FTP and HTTP

r_ç_ hÃQ¡ saphs v$ip®hp¡ :

(a) C_‘|V$ qX$hpCk A_¡ ApDV$‘|V$ qX$hpCk

(b) _p¡fdg ìe| A_¡ õgpCX$ kp¡V®$f ìe|

(c) V¡$bg A_¡ QpV®$

(d) ApDV$gpC_ ìe| A_¡ MS-hX®$dp„ h¡b g¡ApDV$ ìe|

(e) FTP A_¡ 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 :

(i) Insert a new slide.

(ii) Insert a sound file in a presentation.

(iii) Insert date and time in slide.

(iv) Insert a video file in a presentation.

1x4=4
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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
(ii) In cell I2 formula as=(H2*100)/250 and copy the formula in cell I3 to I6
(iii) In cell H7 as=Max (H2 : H6)
(iv) In cell I7 as=MiN (I2 : I6)

r_ç__p S>hpb Ap‘p¡ :

(a) îudsu Drd®gp CÁ_y k„NW$_dp„ L$pd L$f¡ R>¡ A_¡ s¡_¡ MS ‘pµhf-‘pµCÞV$dp„ A¡L$ v$õsph¡S> âõsys L$ep£ R>¡, ‘Z lh¡

s¡ r_ç_ L$pep£ L$fhpdp„ Akd\® R>¡, s¡_¡ L$pe® ‘yê$ L$fhpdp„ dv$v$ L$fp¡.  v$f¡L$ ‘Ngp„ gMu_¡ :

(i) Þe| õgpCX$_¡ CÞkV®$ L$fu_¡

(ii) âõsyrsdp„ kpDÞX$ apCg_¡ CÞkV®$ L$fu_¡

(iii) õgpCX$dp„ spfuM A_¡ kde CÞkV®$ L$fu_¡

(iv) âõsyrsdp„ rhqX$ep¡ apCg CÞkV®$ L$fu_¡

(b) r_ç_ X¡$V$p Ap^pqfs, ‘v$phrg_y„ d|ëe ip¡̂ p¡ :

A B C D E F G H I

1 Roll No. _pd tlv$u A„N°¡Æ NrZs A\®ipõÓ Crslpk Ly$g ep¡N (%)

2 1 Ad_ 43 38 46 38 43

3 2 S|>lu 46 36 37 33 42

4 3 dufp 36 45 38 45 35

5 4 âip„s 42 30 41 45 41

6 5 kpnu 48 45 48 41 42

7

(i) In cell H2 function as=sum (C2 : G2) and copy the function in cell H3 to H6

(ii) In cell I2 formula as=(H2*100)/250 and copy the formula in cell I3 to I6
(iii) In cell H7 as=Max (H2 : H6)
(iv) In cell I7 as=MiN (I2 : I6)
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1x4=4


