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 - B on the Answer-Book.
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DATA ENTRY OPERATIONS (Theory)

e U AT (Rrgia)

Time : 2 Hours] [Maximum Marks : 40
g 2 9w [quries : 40
Note: All questions are compulsory and carry marks as indicated against each question.

fewm Tt W st § 3T Wik W9 o ek 36k | fou T )

1. Fillintheblanksof thefollowing: [10 x 32 = 5]
=1 # fiam o it g hifTe:
a are programs that bridge the gap between the functionality of

an OS and the needs of the user.

N T g § S U OS R wERRr SR ISR A Savaehdl &
i <t gt Bt Ui S 2

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

= H TGSl I TS T Aok Wi o & 1 1 Hehal 2|

c) Notes can be added in view.
= # Aiew U fou 5w 2
d A is used to connect your local network to the Internet.

T TN 3Tk AR Heaeh i eHe ¥ Tigd & fore g 2|

e In Excel helps you to add the contents of a range of
adjacent cells.
T | % T | T ATE | TS FC HAT o I o hee hil AG
Tehd 2
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f) isthe key used to check spelling and grammar in adocument.

H | eioghe d wfem va IR f A B AHA 2

g) The process of input, processing and storage is performed under the
supervision of a unit.

e & Tl § gge, W iR ©Re Siskamd | g 2l

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

T BEA 3N FieR T8 otk ¥ feciie forg o g, 7= e == ]
T T 21

1)  Thehorizontal linesat the end of the document is called the

TlagHe & 31a # e arelt gilisied agT =t el T 2
) InMS-Excd, are provided in aformula
UH.UH. U | ! wiHen | fean s )
2. State Trueor False: [10 x 32 = 5]
HE 1 TeAd Farsu;

ad The'="symbol alowsyou to create new formulain MS-Excel.

“=" firg W STTHN TH. TH. Yot § wien S 0 ot et 31
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b)

d)

f)

9)

h)

)

TCP/IPisthe glue of the Internet.

TCP/IP $ee o ‘] gt g

Normal view of a presentation divides the screen into four sections.
USICYM o Aitiel 5 BhiIA hl W AewH § =ie a1 2|

MS-Access, MS-SQL Server and ORACLE arethe examples of spreadshesets.
TH. TH. U, T, TH.-SQL @l 3 3iieet Wesiie & Iaw 2

Plotter is used to enter datain a computer system.

AR T TEN FER Rrew § el U e % fore g 2l

Read only feature help to protect the document.

g afcft iRR aTdeR! 31U STaRHe FXfara S § Heg e 2

Control panel is used to add or remove hardware.

ehgiel UTeT 1 ST gTEaaR Vg 1 Rge e <k o1 her 2

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

BhI! IR I Hag A Siee | T e it A 2|

F1 key is used to begin slide show.

F1 & & 31a w1ge I i J&aTa T aed 8l

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

Tfe 3T VWARLTRI(’) SHT TERT HEd & ol 3T Akl i 2R i aXg WH Tehd 2|
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3. Definethefollowingterms: (Any two)
1 visdt i oftwnfia ik (e @)
a URL

g 3m e (URL)
b) Light Pen
e U
c) SUMIF() Function
w 3%( ) weRH (SUMIF( ) )

4. Writethe short notes on the following :

1 w wfera feoaoft (Tiew) fofRam :
ad Autocorrect feature
TR Ter
b) HTML
g, 4. . A, (HTML)
c) Change casefeature
< HE TR
d) Autoformat feature of MS-Excel
TH. TH. U o 3ATel Bide BieR
€e) Elementsof aText Box
2 S o UeliHed
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5.

Differentiate between thefollowing : [5%x 2=10]
= & e et T Fifso
a Highlevel language and Low level language
b) Piechart and XY chart
U e va XY 9
c) Main Document and Data Source document
T SiapHe T STel 9 Siage
d) Web Browser and Web Server
A TSR TS q TR
€)  Source Program and Object Program
TIE T U iesiae. T
ad Answerthefollowing: [2x2=4]
= =1 s G

1)  Writethe stepsto insert double line spacing in a document.

T STHe § TaC1 ol ST 376 ot o e feaRam)

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

ElorgHe | Tsh U1 o 37d § U aR 370 o o R faikau|
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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 | ™ &= 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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