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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. 59/OS/2, Set w on the Answer-Book.

6. (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, 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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gm‘mÝ¶ AZwXoe  …

1. narjmWu àíZ-nÌ Ho$ nhbo n¥ð> na AnZm AZwH«$‘m§H$ Adí¶ {bI|&

2. H¥$n¶m àíZ-nÌ H$mo Om±M b| {H$ àíZ-nÌ Ho$ Hw$b n¥ð>m| VWm àíZm| H$s CVZr hr g§»¶m h¡ {OVZr àW‘ n¥ð> Ho$ g~go
D$na N>nr h¡& Bg ~mV H$s Om±M ^r H$a b| {H$ àíZ H«${‘H$ ê$n ‘| h¢&

3. g^r àíZm| Ho$ CÎma {ZYm©[aV Ad{Y Ho$ ^rVa hr XoZo h¢&

4. CÎma-nwpñVH$m ‘| nhMmZ-{M• ~ZmZo AWdm {Z{X©ï> ñWmZm| Ho$ A{V[aº$ H$ht ̂ r AZwH«$‘m§H$ {bIZo na narjmWu H$mo
A¶mo½¶ R>ham¶m OmEJm&

5. AnZr CÎma-nwpñVH$m na àíZ-nÌ H$m H$moS> Z§0 59/OS/2, goQ w {bI|&

6. (H$) n«íZ-nÌ Ho$db {hÝXr/A§J«oOr ‘| h¡& {’$a ^r, ¶{X Amn Mmh| Vmo ZrMo Xr JB© {H$gr EH$ ^mfm ‘| CÎma Xo
gH$Vo h¢ …

A§J«oOr, {hÝXr, CXÿ©, n§Om~r, ~§Jbm, V{‘b, ‘b¶mb‘, H$Þ‹S>, VobwJy, ‘amR>r, C{‹S>¶m, JwOamVr, H$m|H$Ur,
‘{Unwar, Ag{‘¶m, Zonmbr, H$í‘rar, g§ñH¥$V Am¡a {gÝYr&

H¥$n¶m CÎma-nwpñVH$m ‘| {XE JE ~m°³g ‘| {bI| {H$ Amn {H$g ^mfm ‘| CÎma {bI aho h¢&

(I) ¶{X Amn {hÝXr Ed§ A§J«oOr Ho$ A{V[aº$ {H$gr AÝ¶ ̂ mfm ‘| CÎma {bIVo h¢, Vmo àíZm| H$mo g‘PZo ‘| hmoZo dmbr
Ìw{Q>¶m|/Jb{V¶m| H$s {Oå‘oXmar Ho$db AmnH$s hmoJr&
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DATA ENTRY OPERATIONS

S>mQ>m E§Q´>r Am°naoeÝg
(229)

Time : 2 Hours ] [ Maximum Marks : 40

g‘¶ … 2 KÊQ>o ] [ nyUmªH$ … 40

Note  : (i) All questions are compulsory.

(ii) Marks are indicated against each question.

{ZX}e … (i) g^r àíZ A{Zdm¶© h¢&

(ii) àË¶oH$ àíZ Ho$ A§H$ CgHo$ gm‘Zo Xem©E JE h¢&

1. Fill in the blanks with the most appropriate choices given with each
question : ½×6=3

(a) Flatbed and Drum are types of _____.

( printer, plotter, monitor )

(b) Payroll package is an example of _____ software.

( system, application, utility )

(c) _____ key is used to select more than one consecutive file or folder.

( Esc, Shift, Enter )

(d) File management in _____ can be done through Windows Explorer.

( home, presentation, windows )

(e) Formula must begin with the _____ sign.

( ×, =, , + )

(f) The basic purpose of any presentation is _____.

( communication, appreciation, comparison )
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àË¶oH$ àíZ Ho$ gmW {XE JE {dH$ënm| ‘| go C{MV {dH$ën MwZH$a [aº$ ñWmZ ^a| :

(H$) âb¡Q>~oS> Am¡a S´>‘ _____ Ho$ àH$ma h¢&

( qàQ>a, ßbm°Q>a, ‘m°ZrQ>a )

(I) noamob n¡Ho$O _____ gm°âQ>do¶a H$m EH$ CXmhaU h¡&

( {gñQ>‘>, EopßbHo$eZ, ¶y{Q>{bQ>r )

(J) _____ H$s H$m à¶moJ EH$ go A{YH$ H«$‘dma gwg{‚mV ’$mBb ¶m ’$moëS>a H$mo {gbo³Q> H$aZo Ho$
{bE hmoVm h¡&

( Esc, Shift, Enter )

(K) _____ ‘| ’$mBb ‘¡ZoO‘|Q> qdS>moµO E³gßbmoaa Ûmam {H$¶m OmVm h¡&

( hmo‘, àoOoÝQ>oeZ, qdS>moµO )

(L>) ’$m°‘y©bm _____ {M• go ewê$ hmoZm Mm{hE&

( ×, =, , + )

(M) {H$gr ^r àoOoÝQ>oeZ H$m ‘yb CÔoí¶ _____ h¡&

( g§dmX H$aZm>, Vmarµ’$ H$aZm, VwbZm H$aZm )

2. Write, in your Answer-Book, True/False for the following statements :
½×6=3

(a) Touch screen is an input device where the input is given through
mouse.

(b) Desktop and handheld are types of microphone.

(c) By default, the menubar, appears at the bottom of the screen and
remains visible when the window is running.

(d) To quit a program, you can select the  button.

(e) Arrows, flowchart elements, stars and geometrical shapes are called
autoshapes.

(f) Number of slide layouts in a presentation program is unlimited.
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{ZåZ H$WZm| Ho$ {bE AnZr CÎma-nwpñVH$m ‘| ghr/JbV {b{IE :

(H$) Q>M ñH«$sZ EH$ BZnwQ> {S>dmBg h¡, Ohm± BZnwQ> ‘mCg H$s ghm¶Vm go {X¶m OmVm h¡&

(I) S>oñH$Q>m°n Am¡a h¢S>hoëS> ‘mBH«$mo’$moZ Ho$ àH$ma h¢&

(J) S>r’$m°ëQ> go, ‘oÝ¶y~ma ñH«$sZ Ho$ ZrMo pñWV ahVm h¡ Am¡a O~ VH$ qdS>mo MbVr ahVr h¡, V~ VH$
¶h {XIVm h¡&

(K) {H$gr àmoJ«m‘ go ~mha AmZo Ho$ {bE Amn  ~Q>Z H$mo MwZ gH$Vo h¢&

(L>) Eoamo, âbmoMmQ>© Ebr‘|Q>, ñQ>ma Am¡a Á¶mo‘o{Q´>H$b eon H$mo Am°Q>moeon H$hVo h¢&

(M) àoOoÝQ>oeZ àmoJ«‘ ‘| ñbmBS> boAmCQ> H$s g§»¶m Agr{‘V h¡&

3. Define the following : 1×4=4

(a) Optical scanner

(b) Control Panel

(c) Text alignment

(d) Average function

{ZåZ H$mo n[a^m{fV H$s{OE :

(H$) Am°pßQ>H$b ñH¡$Za

(I) H§$Q´>mob n¡Zb

(J) Q>¡³ñQ> EobmBZ‘|Q>

(K) EodaoO ’§$³eZ

4. Write short notes on the following : 2×4=8

(a) System software

(b) Moving files

(c) Data source in mailmerge

(d) Slide layouts

{ZåZ na g§{já {Q>ßn{U¶m± {b{IE :

(H$) {gñQ>‘ gm°âQ>do¶a

(I) ’$mBbm| H$mo ‘yd H$aZm

(J) ‘ob‘O© ‘| S>mQ>m gmog©

(K) ñbmBS> boAmCQ>
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5. Differentiate between the following : 2×2=4

(a) Bulleted list and Numbered list

(b) MIN() Function and MAX() Function

{ZåZ Ho$ ~rM A§Va ñnï> H$s{OE :

(H$) ~wboQ>oS> {bñQ> Am¡a Z§~S>© {bñQ>

(I) {‘Z() ’§$³eZ Am¡a ‘¡³g() ’§$³eZ

6. Answer the following questions : 2×5=10

(a) Write any two features of a word processing program.

(b) How can you add page numbers to a document?

(c) How can a mailmerge wizard help you to create different types of data
sources? Name them and explain briefly.

(d) Write the steps to protect a worksheet using password.

(e) Write the steps to insert a clip art in a worksheet.

{ZåZ àíZm| Ho$ CÎma Xr{OE :

(H$) dS>© àmogoqgJ àmoJ«m‘ H$s {H$Ýht Xmo {deofVmAm| Ho$ ~mao ‘| {b{IE&

(I) EH$ XñVmdoO ‘| Amn noO Z§~a {H$g Vah go Omo‹S> gH$Vo h¢?

(J) ‘ob‘O© {dOmS>© AmnH$mo {d{^Þ àH$ma Ho$ S>mQ>m gmog© ~ZmZo ‘| H¡$go ‘XX H$aVm h¡? CZHo$ Zm‘
{b{IE Am¡a g§jon ‘| dU©Z H$s{OE&

(K) nmgdS>© H$m à¶moJ H$aHo$ EH$ dH©$erQ> H$mo {H$g Vah gwa{jV {H$¶m Om gH$Vm h¡, CgHo$ ñQ>on
{b{IE&

(L>) EH$ dH©$erQ> ‘| p³bn AmQ>© BÝgQ>© H$aZo Ho$ ñQ>on {b{IE&

7. Answer the following : 2×2=4

(a) State the tasks associated with the following shortcut keys :

(i) Ctrl+O

(ii) Ctrl+End

(iii) Ctrl+P

(iv) Ctrl+U

(b) Write the steps to make the given text as right aligned and change the
line spacing as double.

‘‘I am a girl. I study in class V. I like my school very much.’’
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{ZåZ H$m CÎma Xr{OE :

(H$) {ZåZ em°Q>©H$Q> H$s go g§~§{YV H$m¶© H$mo {b{IE :

(i) Ctrl+O

(ii) Ctrl+End

(iii) Ctrl+P

(iv) Ctrl+U

(I) {XE JE Q>o³ñQ>> H$mo amBQ> EobmBZ ~ZmZo Am¡a bmBZ ñnoqgJ H$mo ~XbH$a S>~b H$aZo Ho$ ñQ>on
{b{IE :

‘‘‘¢ EH$ ~m{bH$m hÿ±& ‘¢ H$jm V ‘| n‹T>Vr hÿ±& ‘¢ AnZo {dÚmb¶ H$mo ~hþV ng§X H$aVr hÿ±&’’

8. Answer the following : 2×2=4

(a) Following data shows the percentage of cars sold by five major
companies in the current year. Write the steps to plot a pie chart to
show a comparative analysis :

Sl. No. Name of the company % of cars sold in current year

1 Tata Motors 15

2 Honda 25

3 Hyundai 20

4 Maruti Suzuki 30

5 Ford Motors 10

(b) Following spreadsheet data shows the price and quantity of 5 major
grocery items consumed per month in a school canteen which serves
mid-day meals to the students. Based on this data, write the formulas
to calculate the following :

Sl. No. Grocery Consumption Price Total
items per month (litre/kg) Amount

1 Oil 10 ltr R 110

2 Sugar 15 kg R 42

3 Rice 20 kg R 70

4 Flour 30 kg R 45

5 Pulses 9 kg R 90
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(i) Total amount spent for oil and sugar

(ii) Average quantity consumed of each item

(iii) Total amount for rice and flour

(iv) Total amount spent for all items in one month

{ZåZ H$m CÎma Xr{OE :

(H$) {ZåZ S>mQ>m Mmby df© ‘| nm±M à‘wI H§$n{Z¶m| Ûmam ~oMr JB© H$mam| H$s à{VeV {XImVm h¡& BZHo$
~rM VwbZmË‘H$ {díbofU {XImZo Ho$ {bE EH$ nmB© MmQ>© ßbm°Q> H$aZo Ho$ ñQ>on {b{IE :

H«$. g§. H§$n{Z¶m| Ho$ Zm‘ Mmby df© ‘| {~H«$s H$s JB© H$mam| H$m à{VeV

1 Q>mQ>m ‘moQ>g© 15

2 hm|S>m 25

3 øw§S>mB© 20

4 ‘mé{V gwOy{H$ 30

5 ’$moS>© ‘moQ>g© 10

(I) ZrMo {XE JE ñàoS>erQ> S>mQ>m EH$ {dÚmb¶ H$s H¢$Q>rZ ‘| à{V ‘mh InV hmoZo dmbo 5 àH$ma Ho$
ameZ AmBQ‘m| H$s H$s‘V d CZH$s ‘mÌm Xem©Vm h¡& ¶h H¢$Q>rZ N>mÌm| H$mo {‘S>-S>o ‘rb CnbãY
H$amVr h¡& Bg S>mQ>m Ho$ AmYma na {ZåZ H$s JUZm H$aZo Ho$ {bE ’$m°‘y©bm {b{IE :

H«$. g§. ameZ AmBQ>‘ à{V ‘mh InV H$s‘V (à{V brQ>a Hw$b H$s‘V
¶m à{V {H$bmo)

1 Vob 10 br0 R 110

2 MrZr 15 {H$0 R 42

3 Mmdb 20 {H$0 R 70

4 AmQ>m 30 {H$0 R 45

5 Xmb| 9 {H$0 R 90

(i) Vob Ed§ MrZr na IM© hþB© Hw$b am{e

(ii) àË¶oH$ AmBQ>‘ H$s Am¡gV ‘mÌm InV

(iii) Mmdb Ed§ AmQ>o na IM© H$s JB© Hw$b am{e

(iv) EH$ ‘hrZo ‘| g^r AmBQ>‘m| na IM© hþB© Hw$b am{e

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