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General Instructions :

1. Candidate must write his/her Roll, Numbér on the first page of the Question
Paper.

2. Please check the QuestiongPapér 40 verify that the total pages and total
number of questions contéine@ in the Question Paper are the same as those
printed on the top of thefifst gage. Also check to see that the questions are
in sequential order.

3. All the questions are te be answered within the allotted time.

4. Making any idenftificationf mark in the Answer-Book or writing Roll Number
anywhere other tham the specified places will lead to disqualification of the
candidate,

5. Write your, Question Paper Code No. 65/AS/3, Set [A] on the Answer-Book.
(a) _ ThexnOuestion 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) cHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answef in theé Answer-book : Y2x6=3
A B
(a) Control Unit (i) Spreadsheet/Excel
(b) Restore (i7) Starts with =
(c) Set of Instructions (iii) PowerPoint
(d) Formula (iv) Central Processing Unit
(e) Data Analysis (v) Recycle Bin
(f/’ Handout (vi) Program
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(|1) e (iv) Heet st e
() et favemo (v) duEEHa fa
(¥) ds3m3e (vi) S
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

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

(b) Administrative tools are part of Windows Explorer.
(c) Pivot table allows you to perform data analysis.
(d) Barcode reader is just a specific type of image plotten

(e) Print dialog box has many options such as printex name,“paper size,
orientation, etc.

(f) You can add sound and animation effects in your slides while making
presentation.

ot et % fore Il s-gft § wd)/ gl Teilg

(%) 3MMSeH B! T B % I W HIdT Ble, AT gH Alt Foil gard & 3R iem
% @Y = gEC WA §l
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(5) fie <@, ofeq ® o3 fdhed & A0 et &1 9m, IR grew, snfwesE, snfe
(F) MIUSLEE IR Hd GHF TA8el § & IR YU $%heae S Tohd 2l

3. Define the following : 1x4=4
() Workbook
(b) Source Program
(c) Control Panel

(d) Computer
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4. Write short notes on the following : 2x4=8
(a) Assembly Language
(b) Font Face
(c) Duplicating Selected Slide

(d) Read Only Protection
= W wlem feuftri fafey -
(%) ITEFEA W

(@) ®I< $d

() =afa s Al S« T
(7) & 3, e

5. Differentiate’ between the following : 2x2=4
(@, Design Template and Blank Presentation

(b). Save and Save As

g % = 3@ e Hife .
(%) feomsT Tmeie 3R =ish UoievH
(@) 99 3N o9 TH

229/AS/3/410A 5 NIRRT cp-7-0.

9899436384, 9654-279-279




ANSWERS EXCLUSIVELY ON
UNNATI EDUCATIONS

6. Answer the following questions : 2x5=10
(a) Write the steps to rename the folder.
(b) Explain the concept of highlight colour and text colour.
(c) What option we get when we print the PowerPoint file?
(d) Write the formula elements.

(e) Briefly explain the following :
(i) Main document

(i) Data source
= v % s A -
(%) Wiegt H1 TW oo % fou v fafaw
(@) TS ok TH SRS hol hl TLEIT hl FHSIST|
(1) W BH dEwEise wisel fie wid AN EHEH-4 faheq fireid €7
(o) e Terden et
(¥) @& # fAfafea 6 =EN@INT -
() T TEES
(i) s QE

7. Answen the féllowing : 2x2=4
(a)¢ WEite the steps to copy the text to the Clipboard.

(B plnia Word document, which shortcut keys are pressed to do the
following actions?

(i) To activate Format Painter
(i) To make a word Underlined
(i) To insert Page Break

(iv) To apply Indent
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8. Answer the following : 2x2=4

(a) Write the formulas to calculate the fellewing based on the data given
in the spreadsheet as shown beélow :

A B C D E
1 Teacher’s Naméy | ‘Department Salary Tax Net Salary
2 Naveen Computer 22,000 — —
3 Chetna History 20,000 — —
4 Sandeep Maths 30,000 — —
S Sanghmitra Science 25,000 — —
6 Rudraksh Maths 40,000 — —
7 Neeraj Computer 28,000 — —
8 v — — — —

[jpp To, Calculate the tax which is 8% of the salary in D2 and copy it
up to D7.

fii) To calculate the net salary which is (Salary - Tax) in cell E2 and
copy it up to E7.

(iii) To print the total net salary paid in cell E8.

(iv) To print the average salary of teachers in cell CS8.

(b) Write the steps to add password to this workbook.
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General Instructions :

1. Candidate must write his/her Roll, Numbér on the first page of the Question
Paper.

2. Please check the QuestiongPapér 40 verify that the total pages and total
number of questions contéine@ in the Question Paper are the same as those
printed on the top of thefifst gage. Also check to see that the questions are
in sequential order.

3. All the questions are te be answered within the allotted time.

4. Making any idenftificationf mark in the Answer-Book or writing Roll Number
anywhere other tham the specified places will lead to disqualification of the
candidate,

5. Write youri Queéstion Paper Code No. 65/AS/3, Set on the Answer-Book.
(a) _ ThenOuestion 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) cHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answef in theé Answer-book : Y2x6=3

A B

(a) Formula ()sCentral Processing Unit

(b) Restore (ii) Starts with =

(c) Set of instructions (iii) PowerPoint

(d) Data Analysis (iv) Recycle Bin

(e) Handout (v) Program

(f) Control Unit (vi) Spreadsheet/Excel

o g fu@msEpeil st s sw-gfere o fafey -

A B
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(a) Pivot table allows you to perform data analysis.
(b) Barcode reader is just a specific type of image plotter.

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

(d) Administrative tools are part of Windows Explorer.

(e) Print dialog box has many options such as printex name,“paper size,
orientation, etc.

(f) You can add sound and animation effects in your slides while making
presentation.

o woel % fou ot ST-ufae /e, Tt
(%) fae 2oer Ut st faverer i i, Sl R |
(@) e X fid e fafsre g Bl < 2|

(T) 3TgeT I G H & SqAET BT FE & ot g9 Alt Foft gard & 3R iem
% WY = gEC WA §l

(u) vshffea gl e w1 fga 2|
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3. Define the following : 1x4=4
(@) Software
(b) Laser Printer
(c) Workbook

(d) Control Panel
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4. Write short notes on the following : 2x4=8
(a) Read Only Protection
(b) Duplicating Selected Slide
(c) Highlight Colour

(d) Operating System
= m wiyge fewfomr fafeg
(%) T =it Feam

(@) JFHa TEE Hl SThe Bl
() TSR Her
(a) AR efren

5. Differentiate’ between the following : 2x2=4
(@, Save and Save As

(b). Sentence Case and Title Case

g % = 3@ e Hife .
(%) 9 A Tg TH
(@) ¥oF +T 3N A T
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6. Answer the following questions : 2x5=10

(a) Briefly explain the following :
(i) Main document

(i) Data source
(b) What option we get when we print the PowerPoint file?
(c) Write the formula elements.
(d) Write the steps to delete the file.

(e) Explain the concept of highlight colour and texf colaus,
e el & 3w &
(%) "au § fefaiaq & saren Hifse

() T T

(i) e aE
(@) J& g9 dlatuise higd e A% e il e wH-8 fohen firea €7
(M) wifen ferien faful
() e i fecfie@d &, ww fafau)

() TR Hel U, L shell hi HFTURUN sl FHETEY

7. Answefhthe following : 2x2=4

(o) In"a Word document, which shortcut keys are pressed to do the
following actions?

fi) To activate Format Painter
(i) To make a word Underlined
(iii) To insert Page Break

(iv) To apply Indent

(b) Write the steps to copy the text to the Clipboard.

220/AS/3/410B 6 AR

9899436384, 9654-279-279



ANSWERS EXCLUSIVELY ON
UNNATI EDUCATIONS

= % 3w dfvw
(%) T 98 geaea H, ffafad srf = F0 % fou el o et widee S
%! fofaw
(i) HIHE U HI FlHT HET
(i) &g &% J A Wi
(iii) U S FES BT
(iv) ¥ TR HET

(@) foeuae W R 6 Hft 1 & for ¥ fafeu

8. Answer the following : 2xD=4

(a) Write the formulas to calculate the fellewing based on the data given
in the spreadsheet as shown below :

A B C D E
1 Teacher’s Nam@y| Depaftment Salary Tax Net Salary
2 Naveen Computer 22,000 — —
3 Chetna History 20,000 — —
4 Sandeep Maths 30,000 — —
S Sanghmitra Science 25,000 — —
6 Rudraksh Maths 40,000 — —
7 Neeraj Computer 28,000 — —
8 = — — — —

(i) ““To calculate the tax which is 8% of the salary in D2 and copy it
up to D7.

(ii) To calculate the net salary which is (Salary - Tax) in cell E2 and
copy it up to E7.

(iii) To print the total net salary paid in cell ES8.

(iv) To print the average salary of teachers in cell C8.

(b) Write the steps to add password to this workbook.
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General Instructions :

1. Candidate must write his/her Roll, Numbér on the first page of the Question
Paper.

2. Please check the QuestiongPapér 40 verify that the total pages and total
number of questions contéine@ in the Question Paper are the same as those
printed on the top of thefifst gage. Also check to see that the questions are
in sequential order.

3. All the questions are te be answered within the allotted time.

4. Making any idenftificationf mark in the Answer-Book or writing Roll Number
anywhere other tham the specified places will lead to disqualification of the
candidate,

5. Write youri Queéstion Paper Code No. 65/AS/3, Set on the Answer-Book.
(a) _ ThenOuestion 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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DATA ENTRY OPERATIONS
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Time : 2 Hours | [ Maximum Marks 3 40

Y ;2 = | [quIiss =40

Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

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

1. Match the following and write your answef in theé Answer-book : Y2x6=3
A B
(@) System Software (pDisplay Storage Contents
(b) SYNTAX (ii) Predefined Formula
(c) My Computer (iii) Normal View
(d) Function (iv) Chart Components
(e) Adding Notes t@ Slide (v) ROM
(f) Tick marksf &, Legends (vi) Rules of computer language

= e EsEei W ot IW-gfeaw ¥ foafaw -

A B
() B Fiaer (i) WRA ey feamt +ar 7
(@NfEdea (i) & fewrsa feram mm wigen
() A HER (iii) AHA
(F) HHRH (iv) =R HEHE
(¥) wirge d Higd Sie (v) TH (ROM)
(=) e s 3R oioiE (vi) HERI AT & e
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(@) You can add sound and animation effects in your slides while making
presentation.

(b) Pivot table allows you to perform data analysis.
(c) Barcode reader is just a specific type of image plotter.

(d) To copy the item instead of moving it, we should presgs, Alt ke and
hold down while dragging it.

(e) Administrative tools are part of Windows Explorer.

(f) Print dialog box has many options such as prinitéefimame, paper size,
orientation, etc.

e el & fog o -yt § wd /e, fitand

(%) 3 IIIH I Hd THT Tgel HOGa SR TR shae Wi wehd &
(@) e el el gl faverguf ey, 3|l a1 )

(M s T d e @ dengs sfa < 2

(F) 3MgeH I G HIA BT 38 B W & oIt 89 Alt Foft gald & 3 Eied
& Ty 9 @ w@d el

(5) tehfgRE cvo Wew wrwiw #1 e 2
(@) T atem ¥ #3 fokhes § S0 filew &1 9m, W wed, anfdeym, anfel

3. Define the following : 1x4=4
(&) Worksheet
(b) Control Panel
(c) Computer

(d) Source Program
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4. Write short notes on the following : 2x4=8
(a) Font Style
(b) Application Software
(c) Duplicating Selected Slide

(d) Read Only Protection
= w afem fewbrr fafEu .

() HE WA

(@) Ufecaehe BTRERR

() =afa s Al S« T

(7) & 3, e

5. Differentiate’ between the following : 2x2=4
(@, Save and Save As

{b). Design Template and Blank Presentation

g % = 3@ e Hife .
(%) 9 A Tg TH
(@) feomeT e 3R =i UoievH
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6. Answer the following questions : 2x5=10
(a) Write the steps to create a new folder.
(b) Explain the concept of highlight colour and text colour.

(c) Briefly explain the following :
() Main document

(i) Data source
(d) Write the formula elements.

(e) What option we get when we print the PowerPoint fileR

= ueat & 3w e
(%) Th FI1 Hieel §9F & L fafgy)

(@) TS ok TH SRS hol hl TLEIT hl FHSIST|
(1) @wew ° Fafateaas 61 smen SR
() T T
(i) =R |
(7) wien tfeniea foem
() Vo g9 Ulege Bizel 19¢ Hd 8, di & wH-¥ foshe firea €2

7. Answen the féllowing : 2x2=4
(a)¢ WEite the steps to copy the text to the Clipboard.

(B plnia Word document, which shortcut keys are pressed to do the
following actions?

(i) To activate Format Painter
(i) To make a word Underlined
(i) To insert Page Break

(iv) To apply Indent
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= % sw &
(%) faaued W Re & Hdt FE & fou 2w fafew -

(@) T 9 g ¥, fafafad &t w1 w0 & foe garlt I9 areft wiidhe HRE
%I fafgu .

() HHE U hl AT HET
(i) &g &% d= A G
(iii) U S FES B
(iv) ¥ FARATE HET

8. Answer the following : 2xD=4

(a) Write the formulas to calculate the follewing based on the data given
in the spreadsheet as shown below :

A B C D E
1 Teacher’s Naméy| Depaittment Salary Tax Net Salary
2 Naveen Computer 22,000 — —
3 Chetna History 20,000 — —
4 Sandeep Maths 30,000 — —
S Sanghmitra Science 25,000 — —
6 Rudraksh Maths 40,000 — —
7 Neeraj Computer 28,000 — —
8 = — — — —

(f)~"To calculate the tax which is 8% of the salary in D2 and copy it
up to D7.

{(ii) To calculate the net salary which is (Salary — Tax) in cell E2 and
copy it up to E7.

(i) To print the total net salary paid in cell E8.

(iv) To print the average salary of teachers in cell C8.

(b) Write the steps to add password to this workbook.
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=yt % s i
(%) & T Bresfie F TR * MuR R FE Fi o w F fag wigen fafeg

A B C D E
1 &R @1 T feurdde JaT 2 T F
2 Fel= HEGL 22,000 — —=
3 T et 20,000 — =
4 LA Heg 30,000 4 g
5 gaftrET LI 25,000 v —
6 AL Tem 40,000 — —
7 BitE| ER N 28,000 — —
8 — — — — —

(i) & D2 § o sl AT i & fIUEN G, 8% &, 3R 38 D7 % hidl
hifem)

(i) & E2 H P I I TUHgERd BT S (I — ) B 3R 38 E7
it Hif

(i) A E8 T P ol ST e Hifu)

(iv) a1 C8 T w|ft A=l @bl sTad da= fiie shifs)

(@) 39 Thgh dEas ve e & v fafau)

* %k k

9899436384, 9654 279-279

229/AS/3/410C [V23]



Za®)
GET FULL MARKS WITH D <

_
7~

Al

EXPERT SOI.VED PAPERS

AVAILABLE EXCLUSIVELY ON
5+ UNNATI EDUCATIONS

9654-279-279, 98994356384

M’ RS. 75
e 9" PER PDF




	410 (229)-A_Data Entry Operations
	410 (229)-B_Data Entry Operations
	410 (229)-C_Data Entry Operations



