This Question Paper consists of 6 questions and 8 printed pages.
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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.

5. Write your Question Paper Code No. 60/ OSS/1, Set - A on the Answer-Book.
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DATA ENTRY OPERATIONS (Theory)
B1eT Udt ATy (fagm)
(336)

Time : 2 Hours] [Maximum Marks : 40
g 2 9w [quries : 40

Note:

All questions are compulsory and carry marks as indicated against each question.
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1. Fillintheblanksof thefollowing: [10 x 32 = 5]
= @ e Tt &t g i
a In Excel helps you to add the contents of a range of
adjacent cells.
T | & FEEA | AT ATE | TS FC HAT o I o hee hl AG
ek 2|
b) The process of input, processing and storage is performed under the

d)

supervision of a unit.

e & Tl § gge, W iR ©Re Siskamd | g 2l

When files and folders are deleted from hard disk, windows places them in
the

T BEA 3R FieR T8 otk ¥ feciie forg o g, 7= e == ]

T W@ 2|

Thehorizontal lines at the end of the document is called the

TlagHe & 31a U feem arelt gilisied arg &l Hg AT 2

In MS-Excel, are provided in aformula
TA.TE. Ve | =l widen 4 foan s )
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f) are programs that bridge the gap between the functionality of
an OS and the needs of the user.

N I g E I Uk OS it wrEdeiiar 3R IR i stavawdar &
= <t g8 A Ui R 2

g In view, the slide can be dragged to a new location.

= B TAGE! I TS T Ak Wi o & 1 1 Hehal 2|

h) isthe key used to check spelling and grammar in adocument.

H1 o gleghe ¥ Wier v IR K T H AT Aehed 2

); fonts option contains preset fonts that can be changed in a
presentation.

wiew foheu | Wide Wie gid § St IseyH | aaet ST Hehd @l

D A Is used to connect your local network to the Internet.

T TN MUk AR Heaeh i e ¥ Tigd & fore g 2|

2. State Trueor False: [10 x 32 = 5]

HE A1 TeId SaTsu;
a) Plotter is used to enter datain a computer system.

AT hT T FeR R | gret U R & fotu g 21
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b)

d)

f)

9)

h)

j)

Control panel is used to add or remove hardware.

helel Ut 1 STEIRT EeerR U o foqe e & forg 2 21

The scroll bars are used to set margins in a document.

Bhic! IR <hl HeEg | SToRgie § I §¢ St At 2|

F1 key is used to begin slide show.

F1 & & 31 w1ge I i J&aTa T aehd 8l

Read only feature help to protect the document.

g af=cft IRR 3MIeR! 31U SiaRHe FXfara s 1 Hag e 2
TheAutofill feature allowsyou to create new formulain MS-Excel.
3MEITthet FIeR | 31U U, TH. Yeiet § T4 Wiell s Tehd 2|
TCP/IPisthe glue of the Internet.

TCP/IP $ee o ‘] gt 2|

If you use an apostrophe(’), the number can be treated as text.

Ife 319 VWARLTRI(’) ShT TERT ShEd & ol 31T el ol 2R hi Tig W Tehd 2|
Normal view of a presentation divides the screen into four sections.
US-YH Tl AT = BhIF ol TR T | die 3 2

MS-Access, MS-SQL Server and ORACLE arethe examples of spreadsheets.

TH. TE. Ve, T, TE.-SOL TR 3R et Bieviie & IqEn 3|
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Definethefollowing terms: (Any two)

=1 viegt i aRwniva i (TR &)

a)

b)

Plotter

TR

URL

g 3w (URL)
SUMIF() Function

aw 3%( ) weH (SUMIF( ) werm)

Write the short notes on the following :

fre i Fewvt (Fiew) fRe -

a)

b)

d)

Change case feature

< HE TR

Autocorrect feature

HTeThaRe ik

|P Address

TE.°Y. vg|

Elements of a Text Box

e S o UeitHed

Autoformat feature of MS-Excel

TH. UH. U % 3iiel hite Frer
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5. Differentiate betweenthefollowing: [5 % 2=10]

= & = ST T hifsu

a)

b)

d)

Web Browser and Web Server

9 TSR TS o TR

Source Program and Object Program

TIE T U iesiae. T

Machine Language and Assembly Language
Main Document and Data Source document
T SR T STeT | SlaHe

Bar chart and Area chart

IR A% UE ufen =

Answer thefollowing : [2x2=4]
= = s &

1)  Write the steps to insert page numbers at the end of each page in a
document.

TiagHe | Ueieh U o 3id § U e 3 A o =W feifan)
i)  Write the steps to protect your document using a password.

U W TART ik e i Guiei s & R ferRau
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b) Onthebasisof the worksheet given below, answer the questions that follow :

[4x 1= 4]
A B C D E F G
1 Roll No. | Name | Hindi | English| Maths | Total | Average
2 1 Rahul 67 87 87
3 2 Rishabh 88 95 86
4 3 Amrita 9 78 93
5 4 Kabeer 89 838 95
6 5 Shradha| 87 93 92
y

)  Write the formula in cell F3 to find Rishabh's total marks in all three
subjects.

i)  Writetheformulain cell G6 to find Shradha's average marks.
i)  Writetheformulain cell E7 to find total marksin mathsof all 5 students.
IvV)  Writetheformulain cell F7tofind highest of total marks obtained by the

class.
Ht &t 7 Sehviie o MYUR W W =l fau U uvHi & W fefgu
A B C D E F G

1 |[d@AR | W &= ST Tfora A 3t
2 1 WA 67 87 87

3 2 faw 88 95 86

4 3 S 99 78 93

5 4 AR 89 83 95

6 5 agl 87 93 92

7
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) e F3 ¥ faw & aulft fi fowei & fremem et ore WA & fore witen for)
i) A G6H o1gl o 3Ed 37k WA & foru widen ford)
iii) ¥ E7 9 weft ui=l S 3 NiUTa % A 37 A o fore wigen ford)

ivV) @ F7 9 gft sen ® urea sifereran et oie Sa & fore widen ford)
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