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~ ~-~ -ij 24 ~ ~ 12 ~ ~ f I 

~;q7;- IQ_ I -:i-i ol :i I \ I b I ~ I 4 13 I \ I c-+ I 9] 

DATA ENTRY OPERATIONS 
sill ~ 3i1Ql:II~ 

( Theory ) 

( ~41.:a ) 

(336) 

Code No. 69/MAY/4 
cm-;io 

Set/~ 'A1 ;;.: 
~ ~# 

Day and Date of Examination 

(lRtan cfiT ~ cf R-1 icf>) 
.01 .: . D.5.: .. ,:}.O~.;t ....... &dr.i ~~. )-...... . 

1 • (o\ ~ ··············•••••••••••••••••••••••••••••·••• Signature of Invigilators 

(f.rtt~ ~ ~~) 

General Instructions : 

. . .......... ·--~ ... ············ .. 

2. ········· ···~······················· •••••••••••••••••••••••••••••• 

·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. 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. • 

4. Answers for questions, like matching, True or False, Fill in the blanks, etc., are 
to be given in the Answer-Book. 

5. Write your Question Paper Code No. 69 /MAY/ 4, Set [!) on the Answer-Book. 

6. In case of any doubt or confusion in the Question Paper, the English version 

will prevail. 

336/MAY /217A Ill lllllllllllllllfll llll lllmlllllll llllllll [ P. T. 0. Unnati Educations 
9899436384, 9654279279



3. ~ ~efit ti q~-ql..\-ffl ~ ~ Pl~S! ~ ~ ~Rl{hti ~ ~ ~jsfi'lich R-1©4 ~ ~~ cfil -:$4lfl'~ a~<l-41 "',~, 111 

4. ~ ~ ~ fttc?tl..\ cfi(..\l, ~ ~ l@o, ~ ~ \lO' ~~~,~-~chi -q ~, 
5. ~ ~-~cfil ~ ~-~ cf>t 'ffl-;{o 69/MAY/4, ~IX}~\ 

\ l I :, T I . I \ • ' l ' • • I 

-- .... : . • 1~ . ·, 

'· l 

2 1\ 1\l\\\1\1\11\U II UI 111\IIIII I IUIII 336/MAY/217A 

◄ 

Unnati Educations 
9899436384, 9654279279



~~---------------------------
DATA ENTRY OPERATIONS 

sTGT ~ 3iT4<~1;+1 

( The<!tYJ) 
-==-

( ff1°'t3) 

(33§t .. 
Time : 2 Hours ] 

~: 2tllll 1 

[ Maximum Marks : 40 

[~: 40 

Note : (i) 

(ii) 

(iii) 

(iv) 

(v) 

~: (i) 

(ii) 

(iii) 

This question paper consists of 24 questions in all. 

All questions are compulsory. 

Marks are given against each question. 

Section-A consists of 
(a) Question Nos. 1 to 8-Mttl,,tiple-choice type question~ (MCQs). 

Question Nos. 1 to 7 carljjdg 1 mark each and Question No. 8 
carrying 2 marks. Select a.na:wnte the most appropriate option out 
of the options given in ea~-Qf these questions. -~ 

(b) Question Nos. 9 to 17-~eetive-type questions. Question Nos. 9 
and 10 carry 2 marks eac]J:Jwith 2 sub-parts of 1 mark each) and 
Question Nos. 11 to 17 ~~a.rrying ·1 mark each. Attempt these 
questions as per the instructions given for each of the questions 
11 to 17. (Few questions are 'Fill in the blanks' type.) 

Section-B consists of 

(a) Question Nos. 18 and 19-Very short answer-type questions 
carrying 2 marks each to be answered in the range of 30 to 50 
words. 

(b) Question Nos. 20 to 23fI-Sport answer-type questions carrying 
3 marks each to be answw~ in the range of 50 to 80 words. 

~ ~ 

(c) Question No. 24-Long an~@t-type question carrying 4 marks to be 
answered in the range of 8-Q=to • 120 words. 

:a==;= 

An internal choice has been provided in some of these questions. You 
have to attempt only one of~~ ~ven ~hoices in such questions. 

:: -:.. J: 

~ ~..; 

~ IB 34f;tq14 ~I 

Sl~cfi IB ~ 3lcn ~ mJH ~ 1R"{ !I 
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(iv) &os~ 

(a) ~ e@.lt 1 -a 8 ac6 ~-f&c6~1~ ~ i·, ~ e~I 1 -a 7 ac6 -ij Sl~cn "SITT ciil 1 ~ ti ~ (-i@.tl 8 ~ ~ 2 3lcfi i1 Sl~c6 ~ -ij ~ ~ Pctcn~ -q ~ ~~~cf>~ q;) ~..\cf>(~, 
(b) ~ e&-tt 9 -a 17 ac6 q~3 ~ i1 ~ ~ 9 ~ 10 -ij -a Sl~cn ~ ·2 3i"q; ~ ( 1 ~ c{@ 2 ~-\TIITI .)I~-~ ·11 -a 17 ac6 -ij Sl~c:h 'c6T 1 3iq; t, ~ 3i~(-{R ~-~ ~ ~, (~ ~ itm ~ cnt ~, m ~ i1) (v) &os~ 

(a) ~ (i<§lll 18 ~ 19 31fu ~-3"Ci<\ll '5fqiR ~ ~ i1 Sl~c:h ~ ~· 2 31cfi ~l Slt4cfi ~ cf>T ."3ffi: 30 ~ 50 ~ -q ~l . • • -. (b) ~ :a~t 20 ~ 23 ~-3"Ci0ll m ~ ~ ~l Sl~c:6 ~ ~ 3 3lcfi ~l Sl~cfi ~ cnl ~ 50 ~ 80 ~ -q ~, 
(c) ~ :a@1 24 t:rci-3"Cil\ll m qi{ ~ i ~ 4 3lcn ~l • ~ec:61 "3ffl 80 -e- 120 ~ -ij ~, ' 

(1) Answers of all questions are to be given in the Answer-Book given to you. ~ ~ ~ ~ dil9chl ~ ~ ~-gR-achl -q ~ ~l (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. • 
.i.::,___ -,rl......,,,,,. • 

~ ~-~·q;) ~ ~ ~ 15 ~ "chT ~ ~ Tf1.fl ii~-~ qil ~a<01 ~N~< -q 2:15 ~ ~ '111Q.•iil ~q~( 2:15 ~ ~ 2:30 ~ ocn ~ ~ ~-~ cfil ~ ~ ~ ~ ~ ~ ~ ~-~cf>i -q( ~ ~ ~ R-\~fll 

SECTION-A 
~-qi 

· . f th fi 11 Wlll. g comp~nents of a chart specifies the values of the-1. Which o e O O 

1 data series plotted? 
(A) Data labels 

(D) Chart title (C) Legends. . ~ ~ -a ~-m cfi'-4t~l ~ <fiT ~ sRJ -{.r-,o-\J1 ~ ~ Qtt~a, ~? q;r ~ =a (B), ~ ~ • (IV) sTZT ~est'-·~ 
(CJ <Pl:li&_a (D) 'qlfl ll~&I 

II 11111111111\B 1111 IIIIIIDI IIWI 

• (B) Tick mark . 
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■ i 

Whi h f th l': n · fu · al ul t sum of values in a 2. c o e 10 owing nctlons helps to c c a e 
range based on certain given criteria? 
(A) COUNTIF (~) SUMIF 
~M~ ~)~RA~ 
"fA -a ~-m ict:tH <!) ~ 4,tl:tH ~ ~¥1~{]~ t'1l ~ *?i.~ cf;l mlT f?ic:f>lcldl t? 

f-=t'''-:-. 
(A) COUNTIF ;:i; (B) SUMIF 

-i--- E (C) M~ ~.---=- (D) A VERAG ,. 
":jr-

3. Which of the following is a valid ma.Toematical operator? • 
7- ~ 

(A) ++*4 

(C) - * 5 

(B) /@b 

(9) / 

~ -a ~-m ~ ~ J1fu1dh.1 ~T4°tc< t? 
(A) + + •4 (B) /@b 

f' f=-ti (D) / 
(C) - * 5 

~=:::F 

1 

1 

4. Which of the following shortcut kef 2~ls used· to select all the texts in a document? \,,.l._e . 1 
(A) Ctrl + F 

(C) Ctrl +A .• 

"=:I== 
•• (B) Ctrl + T ~r--

f~s:. ~ (D) Ctrl + D 
b -:.~ 

~ 'Q ~ ~li2c:f>l ~ IDU <:.t<l 1~\lf "c:f>T iT ~ ((c:f>l-t I~ feclcR. ~ -~ t? I 

(A) Ctrl + F (B) Ctrl + T 

(C) Ctrl + A (D) Ctrl + D 

5. Which of the following tabs helps to change font type? 
(4) Insert (0 (B) Layout 

{'\'-=..' 
• (C) Design ;~! (D) Home -:JlJ 
~ ~ Gt<:.cl~ ~ ~ ~ -a ~ ~ +~ ~ ~ t? 
(A) ~ ,= (B) "R~ 

i-"-:.1 ~ (C) ~'Jll~-1 -=: -=: (D) ~I~ • 

1 
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6 - What is the value of the formula =(Al/Bl)+ (Cl/D1), Al== 15, Bl= 5, Cl= 10 and Dl = 2? 
(A) 7 

(C) 9 
(~) 8 

(D) 6 

if the values of 

'qil{cll ==(Al/Bl)+ (Cl/D1) ~ ~ ~ ~ ~ Al= 15, Bl= 5, Cl= 10 3fu: D1 = 2 i? 

(A) 7 (B) 8 
(C) 9 

(D) 6 

7. Which of the following is not a valid page size in Word? 
(A) Letter (B) Legal 
(C) A4 

~-ij~~~-m~~~~~i? 
(A) ~ 

(C) A4 

(D) Postcard 

(B) ~l~lcl 

(D) Cff.Rq,il~ 

8. In the questions given below, there are two statements marked as Assertion (A) and Reason (R). Choose the correct answer for these 

1 

1 

questions out of the choices given below in each question : lx2=2 
(i) Assertion (A) : 

Using Bullet points for lists are preferred over long sentences. 
Reason (R) : 

Bullet points bring the information directly to the reader's attention and separate the lists in the usual length of text. 
(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 false 

- 336/MAY/217A . 6 ii 1\Hll\1111\B II ffl 11111111 I ffll R Unnati Educations 
9899436384, 9654279279



1---------------------------------■ 

(ii) Assertion (A) : 
. • b . 'al r. lengthy documents. Inserting page num ers 1s essenti 1or 

Reason (R) : 

Page numbers allow ea~e~d effective navigation and referencing 
within a document. U J • 

~~ ~,,r-==-
(A) Both (A) and (R) are tru~d (R) is the correct explanation of (A) 

. -.;i:----' 

(B) Both (A) and (R) are ~~~ 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 

(l J 
~ ~ ~ ~ -ij ~ ~-~.....+ ((~ ~ cfil(ul (R) ~ ~ -ij ~ ~ Tf(( ~ I ~ 
~ ~ ~ ~ ~ Tf(( Pctcfi~ '-ij "6~ f€tq,~ ~ : 

(i) ~ (A) : .~ ~ 

R=IR ~ ~ ~ cU¾l ~ e(_~ ~ qT~<l-1 i1~1'11 ~ ~ ~ \l(@J ti T 
cf>l(ul (R) : 

~ qj~<ij "G ~ -~·cHI_ 'q"{ qldct, ~ nrH l<ro: ~lcfi~d ~ \l(@J t ~ ~ 
qT~~ij -a ~ ~ ~ ~ -a 31Wl '11 m \l(@J t1 T · • 

-
(A) (A) ~ (R) zyIT ~ ~ ~ (R), (A) cfil.~ cfOR t 

tn. 

(BJ (A) ~ (R) zyIT ~ i ~ (R), (A) <fiT ~ cfOR ~ i 

---
,. (D) (A) ~ t ftfet,~ (R) ~rt~ 

"':°"aj! 

(E) (A) 3fl"{ (R) zyff TTffif ! 
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(ii) ~(A): 

~ <!.:@l~'5fl ~ ~ ~ ~ ~ ~ ~ ~ ti 
q;,(tr( (R) : 

~ ~ "e' ¾11~'1\' ~ lfuR 3-liel-11 -e- ~ "Sl'lTcft ~ :"e' ~-q9il ocfi ~ ~ (-lq,idt t I 
, 

(A) (A) 3fR (R) ~ ~ i ~ (R), (A) cfil ~ qCJR t 
(B) (A) 3fR (R) ~ ~ i ~~-i (R), (A) cfil ~ qCJR ~ i 
(C) (A) mft t ~P:fi➔ (R) TTffit i 
(D) (A) T@a i "#tPch-=t (R) ~ i 
(E) (A) ~ (R) ~ ~ i 

, 

9. State True or False : 

lx2=2 {a) Delete key erases the t~xt to the right of the cursor position . . 
(b) Paper margins cannot be changed using ruler. 
mft ~ ~ citdl~(( : 

(cfi) ~~l?.. ~ ~ 41\J1l~H ·~ ~ ~ c6T 3ITT ~ ~cl1l ~ i, 
('{s') ~ ~ '8~14cti ~ ~ rtl~-i cfiT ~ ~ ~ ecfidl t1 

10. Fill in the blanks : 
lx2=2 

(a) Font __ determines the emphasis _or weight that the letters have when they are displayed. 

(b) __ determines the height of each line in the_ paragraph. 
ftm~cf>l~: 
(en) -q;k __ Sl~™ct m c{@ 31a_:m ~ fct~4 (emphasis "l11 weight) 'cfiT ~ chlcfl t, 

~~cfi ~<BUlfi cfa ~1~"11 cfi\' ~ ch1 ~ cfiUft t1 (lY) --
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shortcut key is used in place of Paste Command. 11. --

12. 
/r 1 tab helps to insert a picture -~-a.Il Excel worksheet. :: ::. : .. 1=::=:# ::f' 

...::.- :: 

13. In the Zoom dialog box, you can J~~ct __ option to display multiple pages of your document on the screen. 

~ slJ.lcliJi ~ -ij 3W=r __ Pcfq:;~ cfl) 'i'icf>{ 31l:R G~ltj-if ~ lt{"ilqcl ~ cfiT ~ ~ ~ ~ i, 

14. Which shortcut key is pressed to iri~ert a page break? 
-:i... -=---=- . 

~ "R> ~ ~ -~ ~ ~ ~iTicf>c cf;f~ Gfttl?.41 ~ i1 
5~'?7 • 
-~..:::.._;: 

15. Which function key is pressed if :¥.Q-q want to check the spelling and 

1 

1 

1 

1 

grammar of the text in a document-?~ 1 

16. Which area of the memory is used to hold the cut or copied items of text? 1 

~ ~ cfi:l ~ 1Tl1: ~ cf>Ttft ~ lW: 3i,~~t~r]6) ~ ~ ~ ih,1-0 ~ ~ mi1 cfiT "WTITr 
~t? OJ 

(Y1 

17. Basic shapes button is found on ilie = __ toolbar. 
t=·--=- § 
;._ ~ 

__ ,("1atl{ 'CR ~~cf> m cf>T 'i[z;{ ~ ~ i, 

1 
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SECTION-B 

~~ 

18. {a) What is a computer? Name ttvo input devices. 
Or 

{b) Define operating system. Give ttvo examples of operating system. (cf>) cfiW{_l( ~ t? ~ ~ ~cH~~1 ~ -;ntt R-,f©QJ 

~ 

(~) 3-tt4tfvl ft\~ cfil ~ 4?if-il((t ~14(fbl ftlRti ~ ~ 3Gl~(0I ~~((I 

19. Ravi prepared the topic 'Output Devices' for his class test. He got the 
following 2 marks question in the test. Help him to answer this : What is a plotter and how does it work? Name two types of plotter. ~ ~ •~13l3<=, ~ql~ft-il' ~ ~ 3-tl:A cR?tH:i ?R ~ ~ ~ ~I ~ ?R ~ f.µ;J ~ ~ ~ 2 ~ q)l ~, ~ ~ ~ ~ ~ 4?1Rit(( : 

'-<?ita ~ ~ t ~ ~ ~ ffl cfiU{l t? ~ Wf>R ~ '-<11u ~ ~ R1i€.Q.\ 

20. Name the following : 
(a) A software that reads high-level language program and translat~s it 

into machine language program 
(b) A low-level language which uses mnemonics 

2 

i-

(c) A high-level language which is a popular object-oriented programming 

2 

3 

language 

) Or 
N rune the following : 

(a} 

(b} 

(c} 

Rules by which every computer lan~age is bound 
Program generated by the compiler 

h . h 1•8 arr· ectly understood by the computer 
A language w 1c 

\\ \ 1\1\ \\\ \I \I\\\\\\\ I\\\\ \I\\ I\\ 111\1\\ \ \Ill II\ 
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f;rt:;J ~ -;JTll fc-tf{gq_ : . 
~ ~ ~'~ >TI!l rtr -q 

(cii) ~ eT'lt~'-1< ~ ~-~ ~ ~ ~=-~ t 3lT\ ~ 
=' ,; ~ 

3i~IR_a cnUIT t ~~~ 
f ~~""\ 

(l9) ~ m-~ ~ ~ Pl1i"'1P!cN1 cfiT 51&~:cf>Uft t 
(TT) ~ ~-~ ~ ~ fcf; ~ fflc:hfsli:iT~cfl-3flf{~ls m!l 1ffi11 ~ t 

··c 

-<"'7- r' 
~ ~ ·'=J 

f;rt:;J ~ ;ntJ ff, f© Q_ : 

{cii) ~ c:hW{_l( ~ m f.r.ltn WU ~ ~ t 
1• (l9) c:hl-41~{1< ~ WU ~ ~ TT<IT '5'1mtf 

(TT) ~ ~ ~ c:hW{c< wu "a\~~ ·~r(g__cticft t 
.::::-:.-i:::.. 

wiJ 
~..,.1==- • 

[ i ; 
21. Write three advantages of Mail Merge'"'feature in Word. 

~-==, 

'" 

~~:c:::l 
'i,. 

t,:~:. ~ 
~~ 

3 

22. What is Data Source? Write any fu!o methods by which you can prepare 
data source. 3 

23. Answer/Name the following (any thr~~'f=-,;, 
'-:;:,1.:;c1' 

lx3=3 

(a) Is this a valid e-mail ID? {J~ 
-i.':"4~ 

f i tj workmail@gmail.com ,..,.., --=' 

(b) This protocol is used for sending=intemet e-mail 
#'''':-"!- ig 
;.. ~ 

(c) This is the address of a computer""which is linked to the Internet 'J sP 

(d) It is an electronic document written in HTML computer language 

(e) It is a protocol which is also known as the 'glue' of the Internet 
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~ ~ ~- <{\~((/~ R-tfulQ. (~ ~) : 
(q;) ~ ~ ~ ~ {-~ ~o tlo t? 

workmail@gmail.com 

(ls) ~ sa~,i\q;Tcl cf>T ~ ~l{~l {-~ ~ ~ ~ mot °t 
(11) ~ ~ (f;tQ(l( qiT ~ t ~ ~l8l ~ IBcfs Wot ~ 
(~) ~ ~ ~clc:f?lPfq; ~l~-il t ~ HTML \lT'fi -ij iffim 1'p:IT ~ °t 
(s) ~ '((qi sni\q;Tcl t ~ ~c.8c. qiT '~ ~ ~ -illol t 

24. {a) What.is a web server? What it is responsible for? Name any two web serv~r programs. 

{b) Define web page. What can a web page contain? 
(en) ~ ~ ~ WoT i? ~ Pfi~cfi ~ ~u\GR ~ i? Pf;;;@ ~ ~ ~ s.1wtt1 ~ ~ R-1Rs1Q.1 

(ls) ~ ~ q;) ~ cht~QJ ~ ~ -ij cp:n ~ ~ ~(f;dl ·i1 

*** 

2 

2 

411 
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