
This Question Paper consists of 25 questions and 11 printed pages. 
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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. For the objective-type of questions, you have to choose any one of the four 
alternatives given in the questions, i.e., (A), (B), (C) and (D) and indicate your 
correct answer in the Answer-Book given to you. 

4. All the questions including objective-type questions are to be answered within 
the allotted time and no separate time limit is fixed for answering objective-type 
questions. 

5. 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. 

6. Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, 
Earphone or any such electronic devices in the Examination Hall. 

7. In case of any doubt or confusion in the Question Paper, the English version 
will prevail. 
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Time : 2 Hours ] 
~:2t1Ul] 

DATA ENTRY OPERATIONS 
sTGT~3nq~~I~ 

(~) 

I [ Maximum Marks : 40 

[~: 40 

Note : (i) This Question Paper consists uI 25 questions in all. 
(ii) All questions are compulsory. - "" 

(iii) Marks are given against each guestion. 
(iv) Section-A consists of -- -

(a) Question Nos. 1 to 7 (multiple choice-type questions (MCQs) carrying 
1 mark each). Select and write the most appropriate option out of the 
four options given in each of these questions. 

(b) Question Nos. 8 to 17 are objective-type questions. Question Nos. 
8 to 10 are carrying 2 marks each (with 2 sub-parts of 1 mark each) 
and Question Nos. 11 to 17 are carrying 1 mark each. Attempt 
Question Nos. 11 to 17 as p~r the instructions given for each of the 
questions. =-

(v) Section-B consists of 
(a) Question Nos. 18 to 22~ short answer-type questions carrying 

2 marks each) to be answe~d in the range of 30-50 words. 
~ ::::.. -=-

(b) Question Nos. 23 and~ (short answer-type questions carrying 
3 marks each) to be answere:a in the range of 50-80 words. 

(c) Question No. 25 (long ~Fer-type question carrying 4 marks) to be 
answered in the range offi3~-"120 words. 

(d) Section-B offers internal choices for some questions. Attempt only 
one of the given choices in such questions. 

Heyl: (i) ~ m-~ -q ~ 25 m ti 

(ii) ~ m JiRql4 t1 

(iii) Sl~cf> m ~ 3"fcf> ~ mlH ~~~(ii 

(iv) ~-31 -q efulfC'la t ~-....4-+ ~~ 
(a) m ffi 1 ~ 7 (~s,ftjcf>~ ~( ~ m (MCQs), Sl~cf> 1 3icf> enr) 1 Sl~cf> m -q 
~ ~ T.fR {tjcf>&91 ~ ~ ffi '!q~ {tjcf>~ 'cf>1 ~fief>{ fC'l@-11 i 1 

(b) mffi 8 ~ 17 qtg;RB Slcf>l~mt1 m~ 8 ~ 10 Sl~cf> 2 3icf>enri (Sl~cf> 
1 3icf> enr 2 "3tf-mrTT ~ ~) ~~ ffi 11 ~ 17 Sl~cf> 1 3icf> enr i1 m ~ 
11 ~ 17 cfcf> 'cf>1 Sl~cf> ~ ~~ ~ 'f;$n ~ Jijl-fl{ ~ i:h)~Q,I 
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(v) ~~ -q efu!R-ta t 
(a) m {f@TT 18 ~ 22 (3lftr B'\'dfrlf m ~ m, 51~q; 2 3iq; cnr) t ~ 30 -a so 

~ij~I 

(b) m{f@TT 23 ~ 24 ("~q_-afui'5fcf;Rt~ Sl~cf> 33rcn'cf;f) t~ so-a BO~ 
ij~I ' 

~--
(c) m 'ffi9!IT 25 (~-"Jti<ht ~ clif m, 4 ~ 'cf;f) cnr '3"ffi: BO~ 120~ 1l ~I 

(d) "@ls-~ ij ~ ~ t ~ 3'.ti@:--; Rttii~ ~~~I~~ ij ~ ~ Rtct>~ 11 lt' 
~1%cf;ftt'Sl<fra~1 - _ 

( 1) Answers of all questions are to be _given in the Answer-Book given to you. 
~ ~ t ~ ~<ft~ 'J"ffi:-~q;1 ij ~ fffij1 

(2) 15 minutes time has been allotted to read this question paper. The question 
paper will be distributed at 2: 15 p.m. From 2: 15 p.m. to 2:30 p.m., the 
students will read the question paper only and will not write any answer on 
the Answer-Book during this period. 
~ m-~ ~ ~ t ~ 15 itr.R 'tf)T ~ ~ ~ i1 m-'q';f cn1 P4a<0t zym ij 
2:1s GN) ~ '511((1111 zym 2:1s ~ ~ 2:30 ~ ocn ffl=f ~ ~-'tBf ~ ~ 31h: 
~ 3lciftr t ~ ~ "Jffi:-3RZ1'61 ~~~:am:~ R-t~~I 

SECTION-A 

~~ 

1. Which type of device is a microphone and what does it do? 

(A) Output device, which plays audio· 

(B) Input device, which captures images 

(C) Input device, which takes voice as input 

(D) Output device, which displays text 

LU$sh)9,1'1 ~ '5JcliR cfiT 3qq,{OI i ~ ~ ~ cfi<ffi i? 
(A) &113Z3l fgq1,e, ~ &ITI$41 -q{1ldl i 
(B) "fGG fgq1~e, ~ 0~4i ~ ~ qililJ i 
(9) ~ fgql~tt, ~ ~ qi) 'fl3l ~ i;:t1 ij ~ i 
(D) &113l~ fgct,,e, ~ ~ Slc~~ia ~-t 

1 
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2. In case of , only one data series is used. 1 

(A) line chart (B) pie chart 

(C) bar chart ) (D) area chart 

-ij ~ '% m ~ cfil 3q~rr ~~~I 

(A) "ffiff~ (B) ~ ~ 

(C) GfR ~ (D) ~ ~ 

3. How is font size measured in most word processing software? 1 

(A) Inches (B) Pixels 

(C) Centimeters (D) Points 

~ ~ sneffi,, eT9e~~< -ij '9)R cf;l 3lTcfiR ~ -qro ~ t? 

(A) ~ (B) fqcft)('i 

(C) if~iftl< (D) ~ 

4. Which tab allows you to change th1} ba€kground color and pattern of a cell? 1 

(A) Number =G= (~) Alignment 

(C) Font (D) Fill 

~-m ~ 3IBfchT m-r t ~ irr ~ ~ ~ ~ • tTT t? 

(A) ~ 

(C) '9)R 

(B) ~Hl~.:t~l 

(D) ~ 

5. Which Excel style formats a number as currency with a dollar sign, 
commas and two digits beyond the decimal point? 1 

(A) Comma ,__ ©) Currency 

( CJ, Percent - 1 (D) Normal 
(./ 

~-lft ~ Rl~<'i ~ ~ cl,l ~ ~' Ji~~(l'i ~ <:_~l'i<'iq ~ (decimal 

point) -a am ~ 3lcf;l t ~ ~ (currency) t ~ -ij ~ ~ t? 

(A) ~ ( Comma) (B) croft (Currency) 

(C) 'ffiR (Percent) (D) -;fiJ@ (Normal) 
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6. 

7. 

In which view is a small image of each slide displayed in PowerPoint? 

(A) Normal -~ (B) Slide show 

(C) Slide sorter (D) Notes page 

41cl(41~G "ij Sl~cfi @l~s cfit ~ ffltt ~-~ ~ -q Sl~~fa ~ ~? 
(A) -;rft@ ~ (B) @l~s "ffl =: 

(C) @l~SB0: CD ~~ (D) 
::,, 

~ -
What is the purpose of using a numbered list in MS-Word? 

(A) To create a list of unordered items 

(B) To automatically number each item sequentially 

(C) To apply different colors to each item 

(D) To insert images into the lis~ ..;;;p 
=---

~o~o-cfi "ij m ~ cfiT 344111 cn8~--~ ~ i? 
(A) ~ ~3:n cfit ~ ~ ~~ ~ 

(B) Sl~cfi ~ cf>1 ftj-tjlk1ct ~ ~ shfti~~ "ij ~ qiGT 
~ 

(C) Sl~cfi ~ "91: 3IBTT-3IBTT ~ c'lPl ~fi; 
E:'"~-

(D) ~ -q @ l-tMWlct ~ ~--

. l 

8. In the questions given below, there are two statements marked as 
Assertion (A) and Reason (R). Choose the correct option out of the choices 

1 

1 

given below in each question : lx2=2 

(a) Assertion (A) : Setting the line spacing to 'double' increases the space 
between lines within a paragt~~> not between paragraphs. 

Reason (R) : On increasing lin~~~cing, the· text's point size within the 
paragraph also increases, re~~ng in improved readability of text. 

=- ~ 
(i) Both (A) and (R) are ·true ~<¥ (R) is the correct explanation of (A) 

(ii) Both (A) and (R) are true:~il:t (R) is not the correct explanation 
of (A) -":- ~ 

-
(iii) (A) is true but (R) is fals~ ~

(iv) (A) is false but (R) is true 

(v) Both (A) and (R) are false 
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(b) Assertion (A) : The margin dialog box allows you to choose from 
predefined margin settings or enter custom values for the Top, 
Bottom, Left and Right margins. 

Reason (R) : Changing the margins in MS-Word controls the amount 
of white space between the text and the edges of the page. 

(i) Both (A) and (R) are true and (R) is the correct explanation of (A) -
(ii) Both (A) and (R) are true bl.lt (R) is not the correct explanation 

of (A) 

(iii) (A) is true but (R) is false 

(iv) (A) is false but (R) is true 

(v) Both (A) and (R) are false 

~ ~ ~ ~ -ij, ~ (A) 3tl"{ ~ (R) t ~ -ij ~ ~ ~ ~ ~ i1 Slr4ch 
m -ij ~ ~ ~ Ricn~ -ij -a ~ ~cfi~ cf>T ~ tf;)~Q, : 

("cn) ~ (A) : ~ f4allt cfiT •~' "9\ ~ ~ -a Q(t!l!Cf> t ~ ciRfilfi t ~ ~ .. 
~ ~ ~ t, Q(l!lllf>l t ~ ~I =-· 

~ (R) : ~ f4f°Bll ~ ~ ~rnHtT>-t tjrn"( ~ q;r ~ ~ tft ~ ~ t, 
~e~ qft:0114ftj~q ~ ch1 ~ -ij·~;ft mtt ti 
(i) (A) ~ (R) -zyn ~ ~ 3tl"{ t@f_,... (A) cf;T ~ f9i1cn<0t i 
(ii) (A) ~ (R) -ey;n ~ i Hfcn~, (A) q;r ~ f9~cn<0t ~ t 
(iii) (A) ~ t HRh~ (R) ~ l~~ 

.:r--
(iv) (A) ~ t HPfi~ (R) ~ i 
(v) (A) ~ (R) -ey;n ~ i 

(~) ~ (A) : 41™~ s1~HTJ1 ~ 3IBJchT ~ 41™~ itR.Je -a~ <TT~, Pl~H, 
~ ~ cJlt 41™~ t ~ cfiR-4 ~ ~ cnB ~ • ~ ti 

~ (R) : ~o~o-cfi -ij 41™~ ~ ~ ~ ~ t fch~1ii t ~ i1:m m 
~ lffifl Pl~G!a ~ t1 s=~ 

(i) (A) ~ (R) "$TT ~ i ~ (Bl,~ (A) q;r ~ f9~1cfi(OI t 
(ii) (A) ~ (R) "$TT ~ i HPfitl JR), (A) ~ ~ f9~cfi(OI ~ t 
(iii) (A) ~ t Hfch91 (R) ~ i- -:_ 

(iv) (A) ~ i Hfch91 (R) ~ l _ 
(v) (A) ~ (R) $TT ~ t 
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9.. State True or False : 2 

_"f{l) Adding shading to a paragraph automatically changes its font color. 
=----:,_ 

J!!! By default, the text in MS-Word is right aligned. 

~ <iT ~ ijfdl~C(: 

(ln) ~{Bll'b -ij ~ ~ ~ J(ic:nl ~ ~ ~ 3TI'q' ~ ~ i1 
(W) ~':fiiR ~ ~, 'Q_lfo~o-cd -ij ~ ~ 3m: 3t~1$is ~ ~I 

10. Ans,ver the following : 

{a) N arne the tab which allows you to adjust page margins, orientation 
and size. 

(b) Name the tool of a word processor that helps in copying formats and 
applying it to selected text. 

f4'-1R-tf©a ~ ~ ~ : 

(qi) ~ ~ cfl1 ~ ijfdl$(( ~ . ~ ~,Rif;l, 3flft~e'.~1'1 ~ ~ q;t Q_s"1~ ffl cf;t 

tn t, 
(W) cft itih-R ~ ~ ~ cf;1 ~ cscdl~(( ~ m q;) ~ ffl ~ ~ i4~f4a ~ 'CR 

~~-ijllGG~tl 

Fill in the blanks/Choose the correct option (for Q. Nos. 11 to 15): 

ftm ~ ~/~ ~<h~ ~ (m -«o 11 -a 15) : 

2 

11. __ marks are used to show the scaling of X-axis and Y-axis in MS-Excel. 1 

'C(llo~o-C(im(1 -q X-~f<R:ta 31n Y-QJcme ~ f4i~•I ~I~ ~ ~ __ ~ cfl1 34~•1 

~~i, 

12. Speed of dot matrix printer is measured in __ 

~ ~ ~ cf;t TTfa - "q' 1'Nl ~ i, 

13.. Jbe errors with a red underline in the document arel~r"'-'-\.-1'1' errors. 

14. Presentation view that displays only text (title and bullets) is 

(A) slide view (~) slide sorter view 

(C) notes page view (D) outline view 

1 

1 

1 
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~~l~I .. ~ ~ ~ ~ (~ft~if> 3ftt ~) m::~fd cf;{dT t, ~ _ t1 

{A) ~l~s ~ (B) @l~:S mt{ ex{_ 

{C) ~ ~ ex{_ (D) ~13c.~l~-=i ex{_ 

lS. The Thesaurus tool can be activatea. by pressing 
keyboard. 

" "@ cnT chlcsOi ~ __ cf;t ~atl<6{ • ~ ~ eif>dl i1 

key on the 

16• Consider the following worksheet containing the names of players and 
their scores in a match. Write a formula to calculate the lowest score 

1 

achieved by any player : 1 

~ ~ ~ qci,~ftc. ~ ~~R chl~l( ~ f©etif&~ t ";{lq 3ftt ~ -q ~ ~ ~llftl~ ~I 

~ \fr fuift1&) IDU ~ ~ ~ ~ ~ ~ lJURT ~ t ~ ~. R,tf{gl( : 
' 

.,j' A B C E 
I 

Player Name; Score I 

2 I John 78 
I -
I + -

3 Emma • 85 
I - --- -~- -

4 ___i Mam!a ~- _ 92 r - --
s I Sangeeta ~~ i 88 

- - -
I 6 I I David 81 

c~□-
.._ 

7 

17. What is the purpose of a hanging indent? (Choose the correct option) 1 

{A) To indent all lines except the first 

(B) To indent the first line only 

(9 To create a bulleted list 
§._ 

(D) To create a numbered list -=::_ 
:~ 

~ ~ cf>T ~ ~ t? (~ ~cf>~ ~}- -

(A) ~ ~ -cfil 01~cf>< ~ "ffi"fTT ~ ~cf>BT 

(B) ~ ~ ~ cfil ~ cfiGT 

(C) ~~&!~HI 

(D) m ~ &!~HI • 
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1~ 

SEC1'10N-B 

~~ 

Differentiate between Cathode R~~'I'ube (CRT) monitor and Liquid CryStal 
Display (LCD) monitor. 

~ ~ ~ (°(fto 31Ro ito) qTT42_( 3lR ~ftig fshR~ ~M (~o "ijlo "ito) lftPI~ t ~ 
3«R ~dl$((1 

Or/~ 

What are optical scanners? Exp~ain their use with the help of examples. 
-

3iTfQ:q,;~ ~ ~ ~? 3~1~<on ~ ~ ~ ~ Jqt.111r cf;1' e¥i$il$((1 
' 

17 How can you post your PowerPoint presentatioz:is on the Internet? 

3nq ~ qlq(ql~l ~~l~H cf;1' ~ ~ ~ -crrR ~ ~ ~? 

;::--=..=.. 

2~. Explain the purpose of data sou-;.~ in Mail Merge. 

~ ~ -q 'W ~ ~ ~ (1Ji${1$((1 ::r11 
~= 

21. What are plotters and where are-1hey used? ,... -

~ll( ~ ~ ~ ~ 3441'1 ~ Pcf,41 ~ldl t? 

2J· How are design templates useful? 

~':'i i $91 l~?_e ~ aq'-lll ft ~? 

Or/~ 

How can we add notes to a slide in MS-PowerPoint? 

Wf ~o~ o-qlq(ql~l @1$s ~ ~ ~~ ~ ~? 

Differentiate between operating sy~em and utility software giving suitable 
examples of each. ""'= 

3iTq'{Q,, feRq 3ftt \QR-ill eT<R.~ll< ~ ~ 3i<R ~ cfi)~C( ~ sr~q:; ~ 341ffi 3~1~<01 

~I ~ 
::= -c::g=-

2 

2 

2 

2 

2 

3 

229/MAY /210A 10 II IIIIIIIIIIIIIIIIII II I Ill llllllllHIII I I Ill H 

UNNATI E
DUCATIO

NS 

98
99

43
63

84
 

96
54

27
92

79



24. Give two ways f • . . • • 0 inserting text m a slide in MS-PowerP01nt. 
~ 0

~ 0 "9"icHql~<. @l~s ~ ~ (-t~f~Hl ~ ~ ~ ~ ~al~I 

Or/~ 

Jlxplain the difference between slide sorter view and slide show view. -
@1~3; m ~ ~ @l~S m "61{_ t ~ ~ liLt$il~Q,I 

25· Write down the steps to create a data source using Excel worksheet. 
~tffic-t c34ch~ftc cflT 3q41Jt ~ ~ ~ ~ ~ ~ ~~I 

Or I~ 
;Write down the steps to create a data source using Mail Merge Helper. 
~ ~ ~ cflT 3G4lll ~ ~ ~ ~_i; ~ R1f©l!.I 

~~ 
%~ t ___, 

3 

4 
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