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DATA ENTRY OPERATIONS (Theory) 
sf?T~ .jr,«<~141 c~,,;ij) 

Time : 2 Hours] 

Will : 2 'flUZ] 

(336) 

Note : (i) This question paper consists of 24 questions in all. 
(ii) All questions are compulsory. 
(iii) Marks are given against each question. 

[Maximum Marks : 40 
{3fT~ 3icn : 40 

(iv) Section A consists of: 
(a) Q. No. 1 to 8 - Multiple Choice type questions (MCQs) Q. No. 1 to 7 carrying 

1 mark each and Q. No. 8 to carrying 2 marks. Select and write the most 
appropriate option out of the four options given in each of these questions. 

(b) Q. No. 9 to 17 - Objective type questions, Q. No. 9 and 10 carry 2 marks each (with 
2 sub-parts of 1 mark each) and Q. No. 11 to 17 carry 1 mark each. Attempt these 
questions as per the instructip'ns given for each of the Q. No. 11 to 17. 

(v) Section B consists of: 
(a) Q. No. 18 and 19 - Very short answer type questions carrying 2 marks each to be 

answered in the range of 30 to 50 words. 
(b) Q. No. 20 to 23 - Short answer type questions carrying 3 marks each to be 

answered in the range of 50 to 80 words. 
(c) Q. No. 24 - Long answer type questions carrying 4 marks each to be answered in 

the range of 80 to 120 words. 

~: (i) -~~n,~-lf?fij¥ 24 mt 1 

(ii) B'fi >l"ff 31f.rcmi t I 
(iii) mm t ~ 3fcfi fupro: t 1 

(iv) ~A-ij: 

(a) m zj&rr 1 ~ 8 - iil~fclcfi~ll ~ t m (MCQ) t I m zj&rr 1 ~ 7 <lefi mm 
1 3fcfi cfiT t -am m ml" 8 t IBl; 2 3fcfi t I ~ m-ij m ij ~ ~ 'qR ~ ij ~ 

~~~~~~I 
(b) m zj&rr 9 ~ 17 -~ >l<fiK t m t I m zj&rr 9 ~ 10 m m 2 3fcfi1 cfiT t 

(2~t~mcfifl 3fcfi) ~"Sl'f.1"ij&rrll ~17<1efimmt 3fcficfif% Im 
zj&rr 11 ~ 17 ijmmq;r~~~~t 3f.mR~ I °' ~ 

(v) ~B-ij: 

(a) >l"f,f"ij&IT 18 ~ 19- ~~->l<fiKtmt, mt 2 3fcfit 3fn:~cf;t-~ 
30~50~%1 

(b) mzj&rr 20 ~ 23- ~->l<fiKtmt, mt 3 3fcfit ~~cf;t-~ 
50~80~%1 

(c) m mr 24 - c!ref • >l<fiK t m t, mt 4 3fcfi ! 3fn: ~ cf;t-~ 80 ~ 
120~%1 
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Note I~: 

(l) Answe~s of all questions are to be given in the Answer-Book given to you. 
-~,:fhr~~~~ ~cft~~-9~<:hl ~~~ 1 

" (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-1f5f ~ ~ ~ ~ 15 llRl cfiT ~ w:rr 11m t I IB-"9;f cfiT ~ ~ ~ 
2:15 ~~~I~ 2:15 ~~ 2:30 ~cfcfi~~w.f-"9;f cfil~ 3fl"{~ 
~~~~~-9~<:hl tR~l@{-;itf~I 

" 
0 
l'­
lO 

SECTION A 
~A 

1. Which of the following functions helps you to obtain the smallest of the 
given numbers ? 

(A) SMALL (B) LOWEST 

(C) MIN (D) FEW 

Rkt@f@a ~~~-m~, ~~~"q"*~"ffiilm1 Rtfil(1~ ~~ 
cfi«fft? 8 
(A) SMALL 

(C) MIN 

[o (B) LOWEST 

" ~ (D) FEW 

2. The values to be used for plotting a pie chart must be all : 

(A) Negative (B) Positive 

(C) Zero (D) Squares 

ll:rf~:rrt ~cm~ f~nrsr~ ~ ~ cfiT ~ m;rr 3i lq~~tfi ~ ? 

(A) ~~R.c! ~ (B) 91~Rq 
0 (C) ~ r,... (D) m1~« 
\0 
I', 

1 

1 
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3. 

4. 

This is a single media file which can include sound, animation, art or 

movie: 

(A) SmartArt (B) Clip Art 

(C) WordArt (D) Graphic Art 

~ ~ fwTtPftf~m ~ i~ ~, ~Pf q~1-1, mi m ~ ~rrfr~trITT ~ i : 

(A) ~ (B) ~ mi 

(C) ~ (D) ~ mi 

CTRL + Z keys are pressed to any action. 

(A) Redo (B) Todo 

(C) Undo (D) Nodo 

CTRL + Z ~~~~~,fr~~ fcfim ~ ~ t I 

(A) Redo (B) Todo 

(C) Undo (D) · Nodo 

5. Using which of the following toolbar is the easiest way to change many 

attributes of text ? 

(A) Formatting 

(C) Standard 

(B) Menu 

(D) Home 

~~~ ~&\{~ ~q;f~mcRTcfif Pl~R-imrn it~~~q;TWfllT 

~~mm i ? 

(A) q,1qQi I 

(C) ~ 

(B) ~ 

(D) ~ 

1 

1 

1 
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6. Identify the incorrect syntax from the following functions: 

(A) = AVERAGE (nol, no 2, ... ) 

(B) = SUM (nol, no2, ... ) 

(C) = MAX (nol * no2 * no3 ... ) 

(A) = AVERAGE (nol, no 2, ... ) 

(B) = SUM (nol, no2, ... ) 

(C) = MAX (nol * no2 * no3 ... ) 

(D) = MIN (nol, no2, .... ) N 

'° 

1 

7 • , Which of the following are considerJi°; as the building blocks of a 
presentation ? ~ 1 

8. 

~ . (A) Templates (B)~ Designs 

(C) Slides (D) Themes 

PU-"1@f©a ~~m ~-5\.-l~H cfil ~fhii, ~cfim~i? 

(A) ~ (B) ~;iil~-l 

(D) ~ 

N 
State True or False for the following : ~ 

r-..... 
(i) Footer is the text added to the left Rirgin of each page. 

(ii) Portrait and Landscape are two pa~ size options. 

Pli:.:ifdfurn t@l;~"lJTnwr~: 
~ 

(i) ~~~!, ffi"~~t~mm~~~~i I ...., 
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9. In the questions given below, there are two statements marked as 

Assertion (A) and Reason (R). 

Choose the correct option out of the choices given below in each queStion : 

~~~y-m-ij, m~~~!~ ~ (A) ~cfiRUT (R) $~-ij ~ 

~rrmt I 

~ Y~ t ;fR ~ 7Tu. RI cf>(vql -ij "{l ~ Rlct>~ ~ : 
" 

..W--- Assertion (A): By default, the text in Word document is left 

aligned. 

Reasoriy(R) : Bold, Italics and Underline are types of Font Face. 

)M' Both (A) and (R) are true and (R) is the correct explanation 

of (A). 

$ Both (A) and (R) are true, but (R) is not the correct 

explanation of (A). 

(C) (A) is true, but (R) is false. 

(D) (A) is false, but (R) is true. 

(E) Both (A) and (R) are false. 

JllS/cfiPR(A): ~J ~«il~lll if fsg;7~c. ~~~ c«-1I~.:i ITTfili I 

cfiT(Uf (R): ~' ~2f8.t<#I 3tl{ Ji-s«:1I~.:i ~~t"5JcfiRi I 

(A) (A) 3tl{ (R) GT-TT~~ 3tl{ (R), (A)~@ olll&ll cfi«rri I 

(B) (A) 3ll{(R) M~t ~(R), (A)~~olll&ll ~~i I 

(C) (A)~t ~(R)~i1 

(D) (A) nwrt ~ (R) tJtti I 

(E) (A) 3tt{ CR) M~i I 

2 
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ZS C IJ::t.i:C,.. !ll.i(i<-

(ii) Assertion (A) : Windows i{an Operating System. 

Reason (R) : An Opera~ System is a system software which is 
responsibl{ofor running and controlling various 
operations~ a computer system. 

(A) Both (A) and (R) are true and (R) is the correct explanation of 
(A). 

(B) Both (A) and (R) are true, but (R) is not the correct explanation 
of (A). 

(C) (A) is true, but (R) is false. 
(D) (A) is false, but (R) is true. 
(E) Both (A) and (R) are ~e. 

~P.R(A): ~~~fBW1t1 

cfiRUT (RJ: ~74'(fb1 ~ ~ fBW1 t171fl~<-1( %, ~ cfi'-Q.12( m~Ji t .,,. 
~ cfiFJT~ ~ ~ R~Gta cfiB ~ ~ NlUJGR mm i 1 

(A) (A) ~(R) M~~~(R), (A)cfil~ ~l@lcfi«fltl 

(B) (A) ~(R) M~t ~ (R), (A) cfil~ ~l@l ~cfi«flt I 

(C) (A)~%, ~(R)~t I 

(D) (A) TTffd"%, ~ (R) ~t I 
(E) (A)~(R)M~AJI 

\!) 

10. Fill in the blanks: ci 2 
(i) Select Page Layout ~ [o command on the main tab bar 

and choose one from the at lable options such as A4, Letter, Legal, 
etc. 

(ii) Normal, Narrow, Moderate, etc. are predefined ____ options. 
ftm~cfil~: 

(i) ~~ ~ ---~cfil~~~"CR m~ct2 cfit ~ A4, ~' 
~ ~~ 34(."1&~ ftjcfi~1-ij"ij"~cfil~ I 

-=> 

(ii) ~' ~' ~ ~ sfl~q,1~;:;g ___ ftjcfi(vq ~ I 
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11. By using Ruler and Page Setup dialog box, you can change the --­

of your document. 

~ ~ ~ ~ ~14(11'1 ~ <fir ffl ~' mq ~ Gf<il~~ q;T --­

~~t I 

12. Area, Bar, Line and Column are types of ___ _ 

1 

1 . 

13. Green wavy lines will appear under those words having---- error. 1 

14. How many elements can be placed on Word's Clipboard? 1 

15. All page setup options are available under which tab located on the main 

tab bar? 1 

16. What is selecting a cell containing a formula and then dragging its 

handle to bring it down to cover the remaining cells in the same column 

called? 

q;1if(11 clTR ~ efi1" mcl<R ~ m ~ ffif cfi1 ~--qcf>( ~ ~ t ~ w efi1" 
C\ 

cficRcfiBt~~~efil"W~!? 

17. ____ is a mathematical operator used for multiplying values. 

1 

1 
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SECTIONB 
~B 

18· Sukriti was briefing about mo~ ors and its types to two of her 
roommates as they were absent d~ g the class period. At the end, she 
asked them one question each as ~ n below. Answer these questions. 2 

~ p ~GT ~Glk(-1 cfil ifi.ftc.( ~~i'JcfiR~~-q~@ ~' ~~"3(-1"~ 
" 

tjlf{~ ~ ~ ~ -q ~~~I 3t(f-q, ~ ~ ~-~ ~ ~ ~ ~ 
~l"f-T$JT~~~I 

(i) 

(ii) 

Name the monitors which are very popular and are also called flat 
panel monitors. 

~ l!l.ftc.if t ~ ~ ~ W-~ ~ ~ ~ ~ t.@ GI.fie.( ~ cfi6T 

~ti I',. 
0 

""' ~ Name the monitors which us~ vacuum tubes. 

~q1.ft2u ~~~~~~cfiTwwrcfim~ 1 
e,_ " e,_ 

19. (a) What is the difference between generalized packages and customized 
packages? 2 

,;iHU.11$))":S ~ ~ cfif2Gl$))":S ~W 3l(f(t? 
~ 

OR/~ 
U) 

(b) Define memory system in a c6lnputer and give one example of each 
~ memory type. 

-3Gl6<ur~I 
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20. Explain the process of merging main document with the data source in 

Mail Merge. ~~ 3 

lE lNf ~ ~ Slcf-4~2. q,l" ~ tITTf t w.r lNf cfiB ~ ~, li'-1$1 l~Q, I 
"' 

21. (a) Write the names of two types of plotters and any one type of printer. 3 

22. 

mmt~ ~fcfitjt~mtrnl{cfiT~ fB;tf@~ I 

OR/~ 

(b) Write the names of two types of microphones and ·any one type of 

optical scanner. 

Expand the following (Any three) : 

(a) URL 

(b) DNS 

(c) cc 
(d) HTTP 

(e) IP 

R~ R-1 f©a cfil ~ ~ R-1 f© v, ~ "'t~) : 

(a) URL 

(b) DNS 

(c) cc 

(d) HTTP 

(e) IP 

3 
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23. 

24. 

== wwwcww 

Write and briefly describe any three ways of creating a data source in 

Mail Merge. 

1IB~~mlmtf ~t~-$f ~ ~f@Q, ~~~cJUR cfi)~Q, I 

(i) Define the following : 

(a) TCP/IP 
N 

(b) HTML I.O 

"' ~8~f©a -cfi)"~~: 0 

"' lO 
(a) TCP/IP "' ~ 
(b) HTML 

(ii) Explain, how data is transferred over the Internet. 

t!Ji$ll~Q, Pcfi~~~~>lcfiTI:~~mfili I 
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