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General Instructions : 

.Q.s-o~-~OQ5 L&ydaa) • 

1. 
~-

2. 

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

l 

2 Please check the Q11:estion Paper to verify that the total pages and total number of questions \ 
contained in the Question Pap~r are the same a~ those print~d on the top of the first '.I 

• page. Also check to see that the • questions are in sequential ?rder. J 

3 For the objective type of questions, you have to choose any one of the four alternatives 
given in the q~estions i.e. (A), (B), (C) and (D) and indicate your correct answer in 
the Answer-Book given to you. 

4 All the questions includ~g 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 candi~ate. 

6 Candidate will not be allowed to tak~ 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. 

, 8 • Write your Question Paper Code No. 69/MAY /4, Set - IB I on the Answer-Book. 
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9 (a) The Question 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, Guiarati ~onkani Manipuri, Assamese, Nepali, Ka1 shmiri, Sanskrit 

' :, I ' • I ' '. i· ( ' I • \ u . '~ 
and Sindhi. 1 • ' ' ·' ~ ~ . ' 

1 
• ' 

You are req~ired 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 yo~s only. 

«i'U..q ~~1 : 

1 Wffl~ 'Sf~";f-1:Bf t ~ ~ -q"{ artRT ~jd>'licb '3lq~~ ~ I • . . 

2 '!iqlll 'Sf~";f-~ q;)- ~ ~ .fc6 'Sf~";f-~ t ¥'f ~ cf~ "Sr~.=fT ~ '3d.fl ~ ...,_.{-i&.1-1 i Riia;fr 

'Sf~ ~ t ~•'35tr(, u'Cft ~.I ~'~- .. ~ ~' ~ rr ~ fc6 ~~-;:r d>fttcb ~ if i1 

~ -\! ~ '\ ( ~ l ~-J •. ;~-J -l \ ~ ' ~ I f. ,. ~ ( ~ ..+ ~ 11% -:-r.:n-

3 cl(t!AtSo g~.,, +-t ~1q4>1, i'Cfl_~ fqq)\''-H (AJ, (B),' (C) al~ (D) +-t ~ q)I~ ~"'' ~ '-1 , ~ 

i crm ~ 1lt ~-3f@cb1 if oo ~ Rrt©11 i1 
4 ct(t!f°¼i tSo -sr~.:rr t m~~m~ ~ -sr~.:rr ~ ~ -~ ~ t ~ ~ ~ ~ 1 c1~f.:t~ 

~~.:rl t ~ '3ffllf -e- ~ "1'tf fa:m '1il~'ll,I . 

s '3W-3f©cb, if qt;-q,1-m ~~-- ~~ f¼i~<Sc M t 3tRtfhffi ~ ~ ~jd>'licb ~©-i 

-q"{ wm~ q;)- '3:lqj'lf otHllf.1
1 

;~,~'II I 

6 wm~ q;)- trfim ~ if ~~cll<, i?,~,~(rt ~~ ~~, ~lf <4>11 ~ ~ ~ ~cl~TPtcb '3qc6<0, 

q;) ~ ~ ~ 3tjiiRt "1'tf ii 
1 g~:-:rcBf if ~ ,fr !,fq,I{ t rn 13{~ ~ ~ M -q ~ ~jc1,~ ~ -qr;iJ m, 
8 ~ '3W_;_3f«:tc61 -q"{ 'Sf~"1"-~ c6T ~ -;J. 69/MAY/4, ~ - lffi ~I 

9 (c6) 'Sf~";f-~ €6cl(rt ~/~ if i I fc6"t ,fr, ~ '3lN ~ 'ffi' ~ ~ 1lf ~ {% ~ . 

if '3m ~ ~ i= : • --.... - . 

~, ~, ~ 4'111~, ~'l(rtl, dftf(TI, 'l(Tl~l(rt'l, cb"19, ~, '-I {IJ), '3f$lfl, ~'11 {lcll, 

cbl
0

c6°~, qfo13fl, \'.}ftfftilfl, ~q1#1, cf>~lfrtt, e~a 3ltt .ft:t~ I . 

'!>qlfl '3m-3f@c61 -q ~ 111:{ ~-if~ fc6 '3lN ~ ~ -q '3W ftffi' ~ i1 

("©") ~ '3fTCr ftcft. ~ ~ t ~Rtf<cfd M '3Rr 'tfM -q ~ ~&a.~ m g~";f qIT 

fl'i$l~ if ffi ~ ~ I '1(Tlfa4i ~ Rii~GI fl q ~iq4>°f •. MI 

NOTE / R;{~, : 
(1) Answers .of all questions are to be ·given in the Answer-Book given to you. 

~ ~ ~ ~ anffl" ~ TPft ~ 3R-dcfil 1l m ~ I • . 

(2) 15 minutes time has been allotted to read this question paper. The question 

paper will _be distributed a~ 02.15 p.m. From 02. f5 p.m. to 02.30 p.m., the 

students will rea~ the .9uest1?n paper onfy and _wilf not write any answer on ·the 

answer-book during this period. 

-~ ~-1i?r cfiT ~ ~ fu;Q: 15 ~ cflT~ ~ ~ ~l·m-'CJ3rcfil fctct{OI ffl-q 02~ 15 ~ 

~ "11({'111 02.15 ~ ~ ~2.3~ ~ clcfi Wf "ffl m-,r,r_cf;l ~ afR ~ ~ ~ ~ ~ 

~-3fktct>I 1R ~ "3ffi: m k1~~ I 
• 
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D_ATA ENTRY OPERATIONS 
ml@ ~~Rt 

(~29) I 

Time : 2 • Hours] 
~: 2 ~] 

[Maximum .Marks 40 
[~: 40 

Note: 
(i) 
(ii) 
(iii) 
(iv) 

(v) 

f.R~T :' 
(i) 
(ii) 
(iii) 
(iv) 

• 
This question paper consists of 25 questions in all. 
All que~tions are compulsory. • 
Marks ~re given against each question. 
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. 4 

(b) Question Nos. 8 to 17
1

are Objective-type qu~st"ion~.1Question Nos. 8 to 10 are canying 
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 per the instructions given 

. for each of the questions. . . • . 
Section - B consists of : . • 
(a) Question Nos. 18 ~o 22 (very short answer-type questions carrying~ marks each) to 

. be answered in the range of 30 - 50 words.'· 
(b) Question Nos. 23 and 24 (short answer· type tiuestions carrying 3 marks each) to be 

answered in the range of 50 - 80 words. • 
(c) Qu~stion Nos. 25 (long answer-type question carrying 4 marks) to be answered in the 

range of 80 - 120 words. . 
( d) Section-B offers internal choices for some questions. Attempt only one. of the given 

choices in such questions. • 

~ ~~.=f--q-51" ~ ~ 25 ~~.:r t I 
~ift ~~.:r ~Ptc:414 t I 
!,({-qqi ~~.:r t ~ ~ ~ ~ ~ t I 
~ - at ~ efAt~a t : 
(a) ~~.:r ~ 1 'ij' 7 clc6 (~.§~qi(TC4lq wm t ~~.:r (MCQs), sit<)qi 1 ~ cf;T) 1 !,({-qqi ~~.:r 

~ ~ ~ ~ ~qi(rql' ~ 'ij' ~ '3qgm ~qi{rq q;)- 9,'1qi{ Rri&-11 i I 
. (b) • ~·~.:r ~ 8 'ij' 17 <HgPl 66 ~ t ~~.:r ~ I ~~.:r ~ 8 'ij' 10 SI~ qi 2 '3lco cf;T i (!,i ~ qi 

.1 ~ c6T 2 ~-,wrr t ~) '3fR ~~.:r-~ 11 'ij' 17 oq> !,(~qi 1 '3lco cf;T ii ~~.:r ~ • 
11 -e- 11 cl'q;. q;)- .si~q; t ~ ~ 1Tq ~~TT~ ~je,< ~ ct'!Ritq1 .. 

(v) . ~...:. 'ij ~ elbi~a ~ : ...,,....,...~ . 
(a) ~~.:r ~ 18 'ij' 22 ('31fa' (itg=tt{)q wm t ~~.:r~ Sl~qi 2 '3lco cf;T) t '3W 30 'ij' 50 ~~ 

~ cflfZitq I . 

(b) ~~.:r ~ 23 ~ 2~ ((it~fd{lq '!,("qif( t ~~.:r, • 3 '3lcocf;T) t '3W 50 'ij' 80 ~~ 
~ cf!Ri,q I 

(c) ~~.:r ~ 25 (~-'3tt{lq '!,("qif( cf;T ~~.:r, 4 ~ q;T) cf;T '3W 80 'ij' 120 ~~~.~I 
(d) ~-~ ~ ~ ~~~ t ~ '31iaft:qi ~qi<N ~ ~ tr~ ~~-=rr ~ ~-~ ~qi{rq,· ~ 'ij' 
~ ~ c6T ft w:IT« f.6)Ri,q1 · •. , 
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SECTION t"f.~ 

~ _ atLrJ . 
. r-i 
't;"' 

1 Installed templates in PowerP~int are access/hie through which m~nt1 option? 1 
. ~~) • 

(A) Insert (B) View • 

(C) Design • (D) Format 

q'fcmT~l if ~.«Tci6 ?,t.q(il~ij ~ -a f<I>« 1f'll ~q(,q !ITTI ~cm« ~ ijjJ ~ti? 
• ' 

(A) ~ (B) ~ 
• (C) fg'-!11~1 (D) q.,Tq\~. 

(j .,, 
2 When would you use a ·surface chart? 1 

(A) To compare individual categories U1 u, 
(B) To show changes . over time 1,_1 
(C) To show relationships between two vhi4ables 

,·'1 
(D) To analyze ~o sets of numeric data (:) 

'3lN elhe ~ ~ · s.~1,1 ffl? (::t 

(A) 

(B) 

(C) 

(D) 

~ ~ a,~.Jlll\11 ~ gtii1I ffi t ~ 
. U) 

~ t- ~er ijf&ti11c:1 R@1~ t" ~ U1 

<ii ~ft~iil~ ~ ffl ~ R@.f if> ~ (~ 

~qf{q, ~ t- ~ ~ q)f ~~~ ffl~ ~ 
"\ . (:) 

(:). 

3 Which action allows y~u to select an entire paragraph within a 1 

Word document? LC, 

(A) Single click (B) V~uble click 

(C) Triple click- . . . (D) SHIFT + clic~ 
. • f"'j 

~ ~ &«il~\11 -q: ~ lt. ~~1mq, c6T ~clcfl ~ t ~ ~ -e-.ffl m ~~R 
~ cb(dl i,; (:) \ 

(A) Ri'ltii f'#iq, 

·cc) ~ Pfflq, 

69/MAY/4-229-B] 

. • (B) ~ Pfficb . 

(D) ~m + f#tcb 
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4 Which tab should. Y<?U select to enter a date in a desired format? 1 
(A) Home 

· · U1 (B) Insert 

.s 

6 

7 

~) D~ ~ •• 
\J . , .. ~t (D) Number 

f.1'9t,Ui Cfil4l -q ~ ~ cnB t ~J~ ~ ~ ~ c6T ~ fe(rlcfl_ ~? 

(A) m1{ g (B) ~ ,, • 

(C) $RJ . . (D) ~ 

. · l!1 • • 
Which of the following· is NOl.tla way to indent text in MS Word? 

• • t""1 . . 
(A) Tab stops . C'J (B) . Hanging mdent 

(~) Decrease Indent button ~·~-~ • (D) Space· bar 

~~cit i'f ~ ~ ffi ~ ~ 'ij" CfllT "C("/6 c1{lq,j "'ftY t? 

(A) ~ flt41 (B) ffirr·~ 
. u, 

(C) fg~'ii ~ ~ U1 (D) ~ m 
~'1,1 

- r~ . . 
___ is used to indicate the~s'taling of the X-axis and Y-axis in a.chart?. 

• #''""ii • 
,.,.j,p . 

(A) Data labels (::;t (B) Tick 1?~ks 

(C) Legends .. (D) Chart title . • 
• • • • 

l1f6 ~,-q=, _ ._: __ . ~ m xi.3~e ~ Y-o:PR-te ctr'~Rri•,,~·c::~~.~ ~ 
maTi1 
(A) WJ (rl~ffi 

(C) ~cii·~~ • 

u, 
f'"''' .t~~ .(B) ~ 1=flcffl 
t""'t (:) (D) ~ 2.l~l('t •. 

C) 

Logic and comparison operations are. performed. in ·_· ___ unit of 

comp. uter. . Ill • . • .· 

(A)' ALU 

(C) Memory 

Ii} . • 
t-~ . (~) cu 
C'J · (D) Input • •. 
,.~,t 

q,P<{l_( ~ ~ -q (ti~ &R cb~ fl'i1'1 ~~Rf ~lllpqd ffl ~ I 
. (A) ALU___ C) (B) cu·· • j . • 

1 

1 

1 

(C)- qil1 fl 
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8 In the questions _giv~n below, there are two statements marked as 2 

Assertion (A) and Reason (R). Choose the correct option out of the choices 

given below in each question: 

• ~ ~ ~ ~~~ it GT q)~ ~~R (A) ~ ~ (R) ~ ~ ~ t I Sl~cb -sr~.:r 

~ ~ ~ ~ ~4>('41. if "ij" ffl ~q,(iq "¥: 

(i) Assertion (A): In MS Word 2007, you can· change the font size of the 

entire document at once. 
. . 

Reason (R): The "Select All" function in MS Word only applie~ to the 

current section or paragraph, not the· entire document. 

(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. 

irn~R (A):, ~ ~ ~ 2007 if ~ ~ ~«tftj\jf ~ "C6TG (-II~~ ~ ~ ~ 

~ i1 
,. 

~ (R): ~ ~ ~ if 'fe~cfl '3lffl~ 'C6r-f~R tcffl ~ fe~ct~R -q-( tf ~ ~ 

i, ~ &@ltj'1f "Cf{ ~ I 

(a) A3ft"tR$rrfflt~R,Aq;r_ffiql]Ri1 

(b) A 3ll"t R $TT ffl t "Cf{ R, A cf>T ffl cJUA ~ i I 

(c) A~i"Cf{R1RiRril 

(d) A "1lffif i "Cf{ R ~ i1 

(e) A 3ll"t R $TT 1RiRr t1 
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, 

(ii) Assertion (A)· Th "C · d 
• e trl+ 2" keyboard shortcut in MS Word IS use to 

undo the last act· . . 
. ion, mcluding the insertion of bullets or numbenng. 

Reason (R): "Ctrl+Z" in MS Word is the undo command, allowing users 
to revert the docu . . . 1 f 

. . . ment to Its previous state, mclt:1ding the remova 0 

recently added bullets • · . 
or numbering. 

(a) Bo
th 

A and Rare 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. 

q'6rr.f (A):~ "tW <l"t if Ctri+Z i./il<i'lt ~ffli:6<. l6f 'll<IT'J f11s\il itcf~ cli'r ~ 
ffi t ~ mIT t ~ ~ ~ ..j~ft•1 ~ <6{11 ,ql- Wflliil i: I 
'fr.t;i (R): ~ 'tW cit if Ctri+Z tt ~ Cbqis i "fl" ~ "<6) <H\"114"1 ftcrt ffi 

~ <tt ~ if <m« ffl.'\ ·"/lit '31:J'IRI {al t I wili l,Rif it ii -qs- <tt 11{ ~ a~ . 

--i~fl~r \fl- ~ft~ i I 

(a) A '3fR R ~ ffl t.'3fR R, A qj"f ~ ql1A i1 

(b) A '3fR R ~ ~ t ·"CR R, A qj"f ~ ql1A .:rtf i1 

(c) A -mt_ i ~ R lfficf i1 

( d) A 1RiIB i ~ R ffl i I 

(e) -A'3fRR~~tl 
I 

State True or False: 2 
. . 

(a) • The "Columns" feature in MS Word 2007 allows you to create only two 

columns per page. 

(b) When you are typing along and reach the bottom of a page in. a Word 

document, 3: page break will be inserted automati~ally. 

ffi ~ lR'Rf ~dl~q: 

(a) ~ ~ cJt 2007- -q cbl(rl'-1 ~~ < -a i3lN tc@ m cbl(rlif m ¾ fr ~ ~ i 1 

(b) ;;r,,r ~ ~··crt ~@4"1 ii ~ ~ m ¾ t· -;flit ~ ~ (TI ~ ¾ i<6 
~,aqflq5 ~-a~ m ~ ·i 1 
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10 ~er the following : • 

11 

(a)~ame the key used to delete the text to the right of the cursor. 

(b)~rite name of S~ortcut key for pasting the cut text in a document. 

Pt 't}>r ~ ~ Ri1 t..t : 

(a) ~ ct)- c6T ~ ~ ~ cbd< ~~ant~ le#«. cb1' [slflz cfi(cfl i-1 

(b~ 4«11~"1 if q;c f<6{{ 111{ <!:ctR. <i?r ~ ffi ct\t ~ffbiil Cf\t C6l' 'fTli M, 

""~ • 

C'J 

~h of the following is an example of a font family? 

(AJ:)Bold (B) Italic 

(C)a.t) Underline (D) Times New Roman 

~'1~ 'lilT 'filZ "iiflWil <l>T ~ '341lH"I i? 

(AJ-'J~")(iS (B) 
·M 

(Cg~s(~l~.-f 

12 _ To)iCp Screen i~ an ___ device. 
.. . . 

· • • (A~nJ)ut (B) Output 

(C~Storage (D) • Processing 

2,qC"~.=t "(tq) .___ [scu~e i I 
• C> 

( df) R.lbit (D) i,e Ri 'I 
- LO 

r-f' 
N . . 

13 Fe,nt size is measured in points, where one point is equal to ____ of 

ar§ich. 

WG e,~'11 cfil·.q,~~e 1t ~ \ifffiT i- ~~~~~~----'WT~ ◄ <t◄ < 

mi, 

2 

1 

1 

1· 
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14 Which function would you use to caloUlate the minimum of a range of 
numbers? • LO· 

~ . 

~ t;J <Ct tjl§!l1® -i'f ~ ffi ffltr ~ f.lq;~ ~ ~ ,am fclIB -q;cf~ ""' 114111 ffl? 
0 
0 

15 Which of the following views is mostJf eful for adding notes to slid~s? 

(A) Slide Sorter View 

(B) Normal View 

(C) Reading View 

(D) Slide Show View 

LO 
M­
N 
~ 
o· 
0 

LO . 

«ill\lS'f -i'f '11~(1 .i!,s ~ii;~~~ ~«r a!{_ ffi ~ 15q<1).-fl t? 

(B) -~,4('1 ~ 

N 
,-t 
0 
0 

u, 
LO 
rt 
N 
rl 

. . 0. 
16 The tab option ·is- used to atfcP page numbers in a word document. ---
~ cit &@1~'11 -q ~ ~ ~ ffi t ~ ___ ~ q;J ~cf>(tq ~t1

1
i•I mtl t l 

LC) 
f..,i 
N 

1 

1 

1 

17 Hold down the ___ key on the keyboard while using the arrow buttons . 1 

to highlight th~ text in MS Word. g : . . 
~~cit -q lcf(-l cf>l" ~l~(itl~~- ffi t ~ ~ ~ q;J ~ilt•I cf>@ (-lqtl' ~ ~ ~ 

cfi1" ~ &~lcb(. -ra I ---
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SECTION-B 

l8 Why do you need to hide a slide? Write steps to hide a slide in MS PowerPoint. 2 

~ &ll~s cfil ~ ffi c€t- '11(,(d cfqT ~ i? ~-~ 4lcl(41~l -q «'11~5 c61" ~ 
ffi t ~ fulful C{ I 

OR/-~ 

Give two methods to reord~r slides in MS PowerPoint. 

. . . 

19 Explain various change case options available in PowerPoint. • 2. 

20 Give the difference between mouse and track ball. 2 

OR/~ 

l 

Differentiate between plotter and printer. 

. ( . 
21 Differentiate between assembler and compiler. 2 
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22 Explain the purpose of creating envelopes using Mail Merge. 2 

23 Provide a brief explanation of the different categories of computer languages. 3 

. . 
24 Explain the purpose of _the following options in the "Print What"· section of 3 

the Print Dialog Box in MS PowerPoint : • 

• Slides 

• Handouts 

• Notes Page 

~ ~ q'f q (q'f~l t m slq~',~1 ~ t ~m ~, Wf~R -q '3q(tt~.r ~ ~?.fi\'Yl cfil 

~~"lf ~ i? 

• 

• 

• 

OR/~ 

Write down steps to create a numbered list from a text box starting with 

.number 10. 
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25 'Ybat is mail merge? Explain its uses. 
. ltl 

¾ ~ ~ i? ~ '3q~
1Pfi c6T ~ inl 

rl ·. 
o~~ 

0 · Write down steps to. create a data $Qµrce using Excel worksheet. 

qcffl(il qcl;~tg q;f m ffl m:r mlsflITT ffl t ~ R-1Rs1Q;1 
LO 

69/MAY/4-229-B] 

~ 
C'J 

LO 
U1 
r-i 
N 
rf 
0 
0 

U1 
ltl 
~ 
('J 
..... ·' 0 
o· 

It) 
I.fl 
~ 
(.',J 
rl 
0 
0 
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