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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. 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.

Write your Question Paper Code No. 69/MAY/4, Set [A] on the Answer-Book.

6. In case of any doubt or confusion in the Question Paper, the English version
will prevail.
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DATA ENTRY OPERATIONS

( Theory;)

(g )

(336)°
Time : 2 Hours ] 'j [ Maximum Marks : 40
e [ T : 40

g : 2 "% ]

Note : (i)
(1)
(iii)

(iv)

(v)

This question paper consists of 24 questions in all.
All questions are compulsory.
Marks are given against each question.

Section—A consists of

(&) Question Nos. 1 to 8—Multiple-choice type questions (MCQs).
Question Nos. 1 to 7 carrying 1 mark each and Question No. 8
carrying 2 marks. Select ahd write the most appropriate option out
of the options given in eachof these questions.

(b) Question Nos. 9 to 17—Objective-type questions. Question Nos. 9
and 10 carry 2 marks each_(with 2 sub-parts of I mark each) and
Question Nos. 11 to 17 ‘carrying I 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

(@) 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 235§hort answer-type questions carrying
3 marks each to be answered in the range of 50 to 80 words.

(c) Question No. 24—Long méﬁéi-Wpe question carrying 4 marks to be
answered in the range of 80-to 120 words.

= . 0
An internal choice has been provided in some of these questions. You
have to attempt only one of the given choices in such questions.
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(1) Answer.s of all questions are to be given in the Answer-
Hﬁﬁm%wmaﬁm—g@aﬂﬁﬁ%{él
(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. ‘
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SECTION—A |

GUsS—ch : ]:

: |

1. Which of the following components of a chart specifies the values of the 1 |
data series plotted? _ ‘ ‘
(A) Data labels : (B) Tick ma-xrk
(C) Legends (D) Chart title 3‘
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2. Which of the following functions helps to calculate sum of values in a

range based on certain given criteria? :
(A) COUNTIF (B) SUMIF
(C) MAX (D) AVERAGE
¥ 3 - e 4 v e o o A e 91 A P
(A) COUNTIF g sUMIF
Q) Vi "~ (D) AVERAGE
=
3. Wh1ch of the following is a valid mathematlcal operator? 1
(A) ++*4 (B) - /@b
1S s D) /
$H A HH-T1 Th 9 TR SR 27
(A) ++x4 (B) /@b
(€) -»5 S h Pt
4. Which of the following shortcut k 3_;:'3 }s used to select all the texts in a
document? L | 1
(A) Ctrl+F C (B) Ctl+T
(C) Ctrl+A' & (D) Ctl+D
mﬁmmﬁmmﬁwwwmwwmm%?
(A) Ctrl+F B) Ctrl+T
(C) Ctrl+A (D) Ctr1+_D
S. Which of the following tabs helps to change font type? ‘ 1
(4) Insert ‘:“é;_} (B) Layout
(C) Design ?”,1.;; (D) Home
T g aael F R T A Fh 29 Blacs of W 27
a) ¥ gL S
(©) fewrer 1 R
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B

S.. What, is thet vl e RoIath formula = (A1/B1) + (C1/D1), if the values of
Al=15, B1=5, C1=10 and D1 =27

1
&) 7 . B) 8
(€ 9 D) 6
gr:{gﬂ =%(A1/131)+(c1/m) B AN R R AR A - 15, B1=5, C1=10 3ix
=2 37
A) 7 B) 8
) 9 (D) 6
7. Which of the following is not a valid pPage size in Word? 1
(A) Letter (B) Legal
(C) A4

(D) Postcard
S H T A B v A A e w6 2
(A) @z (B) <firet
(C) A4 : (D) dHr==rs
8. In the questions given below,

Assertion (A) and Reason (R).
questions out of the choices give

there are two statements marked as
Choose the correct answer for these
n below in each question : 1x2=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

ss-Adpnhati Educatiomgmmmn
19899436384, 9654279279



(i) Assertion (A) :

' ! uments,
Inserting page numbers is essential for lengthy doc

Reason (R) :

Page numbers allow easf)énd effective navigation and referencing

B
within a document. Ldd

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

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

ﬁﬁﬁmmﬁawmﬁm_uaﬂtm(R)%mﬁmmmilsﬂr
st % fore AR few g Pt F e fwer 3 ;
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free % fom o el % el T wiigw T ot e Fen ST 21 Y
% (R) :

goic U5 § W I W USH B OH W amﬁa?rm%aﬂtgéz
Wﬁm%maﬂmﬁmﬁﬁ‘ém%l T

(A (A)@T(R)aﬁ‘v'@gaﬂfﬁ) (8) 1 & =i 2

(B) (A)ﬂ(R)ﬁq’fﬂ‘é’f%?th:(R), (A) F1 TR T T 2
(C) (A) & B @feT (R) WEi__,

(D) (&) e & e (R) WA

(E) (A) 3 (R) G Teid &
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@ Ryey (A) :
ﬁ%mﬁ%hhﬁaﬂs@mmﬁ@m%l
By (R) :
hﬁﬁgﬁmﬁa%mmméaﬂtmm%a@mw@m
(A) (a) @I(R)aﬁaéﬁaﬂt(m (A) =1 T iy
(B) (A)vaﬂt (R)a?"i?l‘aﬁi‘ﬁ%—‘{(m (A) =T T wofq 7 2
© @) & 2 3w (R®) o 2 '
(D) (A) To@ R Afng (R) &t
(E) (4) sk (R) Toa &
9. State True or False : 1x2=2
(@) Delete key erases the text to the right of the cursor position.
(b) Paper margins cannot be changed using ruler
&l AT TTerq qdET
() ﬁ'ﬁﬂzﬁﬂﬁxﬁ?ﬁm%wwzﬁaﬁtmﬁ?«ﬁzm%l
€5)) wﬁm@fﬁawﬁqaﬁ%ﬁmmmél
10; ‘Filliin the blapks - 1x2=2

(a) Font determines the em
when they are displayed.

phasis or weight that the letters have

(b) determines the height of each line in th§ paragraph.
= Tl = viw

() W< gaﬁfa BH 9 e ¥ wew (emphasis A weight) % fuifa
T Rl

(@) S W il A A gee = Puifa s )
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9 shortcut key is used in place of Paste Command.

Y FAE D WH W AeHe w1y @ 2

(L3 1
12 tab helps to insert g picture in- m:an Excel worksheet.

L, Qa@aaﬁmﬁﬁwmmﬁﬁmm%l

ul" 'd'ﬂ !

13. In the Zoom dialog box, you can selset option to display multiple
pages of your document on the screen. 1

S SEE ST § 37y ﬁmaﬁmmmﬁa%%‘&wmﬁw
W fe@n wwa g ;

14. Which shortcut key is pressed to 1ngert a page break? : 1

—‘-'L-'::.-"

lt U

15. Which function key is pressed 1f you want to check the spelling and
grammar of the text in a document? = : 1

mﬁaﬁmfﬁﬁ%naﬁtm%mwﬁs%qfwwmﬁﬁmw%?

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

m%mmmaﬁxmmwm@%mmemmmm
BT R?

o
] L!’,:,,'lll lz

ik
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17. Basic shapes button is found on th‘"é'“‘”_ toolbar. | 1

'=.1.

‘___qu%mwamaawm%l
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SECTION—B

Qus—g

18. (q) What is a computer? Name #yo input devices.

19, Ravi
fol

types of plotter. 2

%R%%QMﬁlséiRﬁﬁqm
@W%ﬁqﬁaw:

%wﬁm%aﬂt%%&mm%?am%w%mmm

Tﬁﬁ‘mgz%asﬂﬁ’%wmmm
ﬁmshzaiaﬁww

20. Name the following : : 3
(@ A software that reads high-level language pProgram and translates it
into machine language

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

(c) A high-level lan

guage which is a popular object-
language

oriented Programming
: b
Or
Name the following :
(@) Rules by which every computer language is bound
(b) Program generated by the compiler

(c) A language whach is_directly understood by the computer
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21. Write three advantages of Mail Mer
9 4 oW S BN $ dR @ fafag)

I—i?

ture in Word 3

A ‘J' o
fi

if
f

'
s

(LITH
s!l 'h

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

| o w27 T 9 A e Bl @ atet % R R

23. Answer/Name the following (any threeh

1x3=3
(a) Is this a valid e-mail ID? E‘jﬁ
workmail@gmail.com i
g;:;m
(b) This protocol is used for sending=Internet e-mail
:r‘v”‘-_E

(c) This is the address of a computer which is linked to the Internet Tsf

(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

| =~4ynnati Educutions -
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ﬁw%mvfﬁn/m%ﬁ(ﬁém):

(&) = =& @ 0 99 am. &, &7
workmail@gmail.com

(@)mmwmmémm%m@a&%

(=) %@mm%aﬁmmmﬁmw@m%
(¥) waqm‘sﬁz‘m?—r%ﬁﬁszﬁzw L SR wE S R

24. (q) What is a web server?

What it is responsible for? Name any two web
Server programs. 2 3
k)
(b) Define web bPage. What can a web Page contain? 2 L
() %Wwﬁm%?ﬂgmmﬁ@mﬁm%?maéﬁwmrﬁ%m
forRam)

(@)%aﬂaﬁ%nﬁaﬁﬁrqléaﬁaﬁwr@mm%?
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