This Question Paper consists of 8 questions and 8 printed pages.
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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. 65/ES/4, Set [A] on the Answer-Book.

(@) 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, Odia, 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
questions will be yours only.
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Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
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1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(a) Slide layout (i) Configure the computer system
(b) Interface to communicate (i) Orientation
(c) Control Panel (i) Cathode-Ray Tube
(d) Monitor (iv) PowerPoint
(e) Page Setup (v) Application Software
(f) Library Information System (vi) Operating System
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3
() Windows provides a quick and easy way to install new software.

(b) To copy the item, instead of moving it, we should press Ctrl key and
hold down while dragging.

(c) To hide a worksheet, Right click on the sheet tab which you want to
hide and choose Hide option from Context menu.

(d) The typing area is bordered on the right side by Horizontal Scroll Bar.
(e) C is an object-oriented programming language.

(f) You can Right click on the slide to choose the layout you want.
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3. Define the following : 1x4=4
(a) Worksheet
(b) Object Program
(c) All Programs

(d) Operating System
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4. Write short notes on the following : 2x4=8
(a) Machine Language
(b) Tab Stops
(c) Design Tips
(d) Spelling and Grammar
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5. Differentiate between the following : 2x2=4
(a) Saving presentation as a file and as a webpage

(b) Copying text and Cutting text
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6. Answer the following questions : 2x5=10

(a) Write two ways of changing the view to slideshow view.

(b) What do you mean by Clipboard? How many elements can be stored
in the Clipboard?

(c) Explain Click and Type features of MS-Word.

(d) Name the options through which we can install new hardware.
Also, write the steps.

(e) What is AutoSum feature of MS-Excel? Write the steps to activate it.
fm gl &% 3w A

(%) = T3S MW Y H 9geH % @ dlieh fArag|

(@) faeruaie @ A9 @ gwed 27 faemere W fopad wefide W o1 "ehd €7

(1) THo WHo-9€ o faeieh 3T <9 H=R w1 vl hHifsm)

(F) U BEAW i LA A & foehed w1 90 fafgw 3t 3ge = ot feifau)
(¥) o THo-THA 1 AicEn fFR N 27 3™ AHHT FW & wH fafey

7. Answer the following : 2x2=4
(a) Write the steps to run the SpellCheck utility.

(b) In a word document, which shortcut keys are pressed to do the
following actions?

(i) To apply bullets to a list
(i) To make a Web Hyperlink
(iii) To change the text to All Caps

(iv) To copy text
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8. Answer the following :

2x2=4

(a) Based on the data given in the Spreadsheet, write the formulas to
calculate the following :

A

B

C

D

Item Description

Price Per Unit

GST

Net Price

N O o b~ W N

Trouser
Coat
Sweater

Frock

999
1,599
540
1,950

() In cell C2, to calculate the GST which is 5% of the price and copy
this formula up to cell CS.

(i) In cell D2, to calculate Net Price which is the sum of price and

GST. Copy this up to cell DS.

(iii) To print the total per unit price of all items in cell B7.

(iv) To print the maximum GST in cell C7.

(b) Write the steps to plot a bar graph for the above data.
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This Question Paper consists of 8 questions and 8 printed pages.

3@ y-uF # 8 e qul 8 Higd 48 # Code No.  65/ES/4

Roll No.
JIshHTh

&g Ho
set/%ec (B

DATA ENTRY OPERATIONS
BTeT TSt TR

(229)
Day and Date of EXamination ...cccoooiiiiiiiiiiiiee e

(wen &1 fer @ fer)

Signature of Invigilators L o e

(Frerhi = FwTER)

e

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. 65/ES/4, Set on the Answer-Book.

(@) 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, Odia, 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
questions will be yours only.
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Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
(i) TCHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(a) Control Panel (i) Cathode-Ray Tube
(b) Monitor (i) PowerPoint
(c) Slide layout (i) Configure the computer system
(d) Interface to communicate (iv) Orientation
(e) Library Information System (v) Application Software
(f) Page Setup (vi) Operating System
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(a) C is an object-oriented programming language.

(b) Windows provides a quick and easy way to install new software.

(c) The typing area is bordered on the right side by Horizontal Scroll Bar.
(d) You can Right click on the slide to choose the layout you want.

(e) To hide a worksheet, Right click on the sheet tab which you want to
hide and choose Hide option from Context menu.

(f) To copy the item, instead of moving it, we should press Ctrl key and
hold down while dragging.
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3. Define the following : 1x4=4
(a) Operating System
(b) Object Program
(c) All Programs

(d) Worksheet
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4. Write short notes on the following : 2x4=8
(a) Design Tips
(b) Paragraph Spacing
(c) Touch Screen
(d) Machine Language
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5. Differentiate between the following : 2x2=4
(a) Saving presentation as a file and as a webpage

(b) Header and Footer
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6. Answer the following questions : 2x5=10

(a) Name the options through which we can install new hardware.
Also, write the steps.

(b) Write the features of Mail Merge.

(c) What do you mean by Clipboard? How many elements can be stored
in the Clipboard?

(d) What is the use of Auto Correct feature in Word?

(e) Write two ways of changing the view to slideshow view.
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7. Answer the following : 2x2=4
(a) Write the steps to run the SpellCheck utility.

(b) In a word document, which shortcut keys are pressed to do the
following actions?

(i) To apply bullets to a list
(i) To make a Web Hyperlink
(iii) To change the text to All Caps

(iv) To copy text
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8. Answer the following :

2x2=4

(a) Based on the data given in the Spreadsheet, write the formulas to
calculate the following :

A

B

C

D

Item Description

Price Per Unit

GST

Net Price

N O o b~ W N

Trouser
Coat
Sweater

Frock

999
1,599
540
1,950

() In cell C2, to calculate the GST which is 5% of the price and copy
this formula up to cell CS.

(i) In cell D2, to calculate Net Price which is the sum of Price and

GST. Copy this up to cell DS.

(iii) To print the total per unit price of all items in cell B7.

(iv) To print the maximum GST in cell C7.

(b) Write the steps to plot a bar graph for the above data.
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This Question Paper consists of 8 questions and 8 printed pages.

3@ y-uF # 8 e qul 8 Higd 48 # Code No.  65/ES/4

Roll No.
JIshHTh

=g Ho
set/@e |C

DATA ENTRY OPERATIONS
BTeT TSt TR

(229)
Day and Date of EXamination ...cccoooiiiiiiiiiiiiee e

(wen &1 fer @ fer)

Signature of Invigilators L o e

(Frerhi = FwTER)

e

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. 65/ES/4, Set on the Answer-Book.

(@) 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, Odia, 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
questions will be yours only.
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Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
(i) TCHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(a) Library Information System (i) Operating System
(b) Page Setup (ii) Application Software
(c) Monitor (i) PowerPoint
(d) Control Panel (iv) Cathode-Ray Tube
(e) Interface to communicate (v) Orientation
(f) Slide layout (vi) Configure the computer system
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3
(a¢) You can Right click on the slide to choose the layout you want.

(b) Windows provides a quick and easy way to install new software.

(c) To hide a worksheet, Right click on the sheet tab which you want to
hide and choose Hide option from Context menu.

(d) C is an object-oriented programming language.

(e) To copy the item, instead of moving it, we should press Ctrl key and
hold down while dragging.

(f) The typing area is bordered on the right side by Horizontal Scroll Bar.
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3. Define the following : 1x4=4
(a) Operating System
(b) Worksheet
(c) Compiler

(d) Recycle Bin

220/ES/4/310C 4 AR



= =1 aftwifva il
(%) A Reen
(@) Tehslle

() hHTER

(@) dErea fod

4. Write short notes on the following : 2x4=8
(a) Ink-Jet Printer
(b) Spelling and Grammar
(c) Normal View

(d) Tab Stops
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5. Differentiate between the following : 2x2=4
(a) Vertical Scroll Bar and Horizontal Scroll Bar

(b) Saving presentation as a file and as a webpage
f= & " Im e Aifw
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6. Answer the following questions : 2x5=10

(a) What are the three types of documents required for Mail Merge?
Briefly explain.

(b) Name the options through which we can install new hardware.
Also, write the steps.

(c) Write two ways of changing the view to slideshow view.

(d) What do you mean by Clipboard? How many elements can be stored
in the Clipboard?

(e) What is AutoSum feature of MS-Excel? Write the steps to activate it.

=yt % s e
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7. Answer the following : 2x2=4
(a) Write the steps to run the SpellCheck Utility.

(b) In a word document, which shortcut keys are pressed to do the
following actions?

(i) To apply bullets to a list
(i) To make a Web Hyperlink
(iii) To change the text to All Caps

(iv) To copy text

220/ES/4/310C 6 AR



= % W @NT

(%) WeEs JRfad @ w0 & = fafey)

(@) a8 sfaghe # f=1 wr o W & fow fop widehe i 1 gamT STar 79
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(i) TH A9 FEWITh THT
(i) THFZ B A FE H TG
(iv) TRL I HUT HET

8. Answer the following :

2x2=4

(a) Based on the data given in the Spreadsheet, write the formulas to
calculate the following :

A

B

C

D

Item Description

Price Per Unit

GST

Net Price

N O o b~ W N

Trouser
Coat
Sweater

Frock

999
1,599
540
1,950

() In cell C2, to calculate the GST which is 5% of the price and copy
this formula up to cell CS.

(i) In cell D2, to calculate Net Price which is the sum of price and

GST. Copy this up to cell DS.

(iii) To print the total per unit price of all items in cell B7.

(iv) To print the maximum GST in cell C7.

(b) Write the steps to plot a bar graph for the above data.

[EHEEREAER, ce-r-o.
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A B c D
1 37geH faerer | ¥fd FHe Hma | GST A HET
2 FARE L 999 — —
3 HIe 1,599 — —
4 X 540 — —
5 Hich 1,950 — —
6 — — — —
7 — — — —

() GST < mET hifse st wfe gfie Hma w1 5% B 3 38 da1 c2 # Wy
39 BT HI TA C5 T il i)

(i) F Hmd S ufd Ife Hma 3R GST H A 7, h WA HifFe R @
T D2 H Wau| s@eh! St I D5 b hifg|

(i) ¥ B7 § @t 3mgen i pa wfa gfe Hma fie Hifvw
(iv) a8 C7 § AfUwad GST fiie Fifu)

(@) IWH ST & YR W §R U (bar graph) wiic HH & @ faRau)
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