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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. All the questions are to be answered within the allotted time.

4. 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.

5. Write your Question Paper Code No. 65/OS/1, Set u on the Answer-Book.

6. (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, Gujarati, Konkani, Manipuri, Assamese, Nepali,
Kashmiri, Sanskrit and Sindhi.

You are required 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 yours only.
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gm‘mÝ¶ AZwXoe  …

1. narjmWu àíZ-nÌ Ho$ nhbo n¥ð> na AnZm AZwH«$‘m§H$ Adí¶ {bI|&

2. H¥$n¶m àíZ-nÌ H$mo Om±M b| {H$ àíZ-nÌ Ho$ Hw$b n¥ð>m| VWm àíZm| H$s CVZr hr g§»¶m h¡ {OVZr àW‘ n¥ð> Ho$ g~go
D$na N>nr h¡& Bg ~mV H$s Om±M ^r H$a b| {H$ àíZ H«${‘H$ ê$n ‘| h¢&

3. g^r àíZm| Ho$ CÎma {ZYm©[aV Ad{Y Ho$ ^rVa hr XoZo h¢&

4. CÎma-nwpñVH$m ‘| nhMmZ-{M• ~ZmZo AWdm {Z{X©ï> ñWmZm| Ho$ A{V[aº$ H$ht ^r AZwH«$‘m§H$ {bIZo na narjmWu H$mo
A¶mo½¶ R>ham¶m OmEJm&

5. AnZr CÎma-nwpñVH$m na àíZ-nÌ H$m H$moS> Z§0 65/OS/1, goQ u {bI|&

6. (H$) n«íZ-nÌ Ho$db {hÝXr/A§J«oOr ‘| h¡& {’$a ^r, ¶{X Amn Mmh| Vmo ZrMo Xr JB© {H$gr EH$ ^mfm ‘| CÎma Xo
gH$Vo h¢ …

A§J«oOr, {hÝXr, CXÿ©, n§Om~r, ~§Jbm, V{‘b, ‘b¶mb‘, H$Þ‹S>, VobwJy, ‘amR>r, C{‹S>¶m, JwOamVr, H$m|H$Ur,
‘{Unwar, Ag{‘¶m, Zonmbr, H$í‘rar, g§ñH¥$V Am¡a {gÝYr&

H¥$n¶m CÎma-nwpñVH$m ‘| {XE JE ~m°³g ‘| {bI| {H$ Amn {H$g ^mfm ‘| CÎma {bI aho h¢&

(I) ¶{X Amn {hÝXr Ed§ A§J«oOr Ho$ A{V[aº$ {H$gr AÝ¶ ̂ mfm ‘| CÎma {bIVo h¢, Vmo àíZm| H$mo g‘PZo ‘| hmoZo dmbr
Ìw{Q>¶m|/Jb{V¶m| H$s {Oå‘oXmar Ho$db AmnH$s hmoJr&
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DATA ENTRY OPERATIONS

S>mQ>m E§Q´>r Am°naoeÝg
(229)

Time : 2 Hours ] [ Maximum Marks : 40

g‘¶ … 2 KÊQ>o ] [ nyUmªH$ … 40

Note  : (i) All questions are compulsory.

(ii) Marks are indicated against each question.

{ZX}e … (i) g^r àíZ A{Zdm¶© h¢&

(ii) àË¶oH$ àíZ Ho$ A§H$ CgHo$ gm‘Zo Xem©E JE h¢&

1. Match the following and write your answer in the Answer-book : ½×6=3

A B

(a) QWERTY (i) Plotter

(b) Spread Sheet (ii) Windows Explorer

(c) Flat Bed (iii) Column Letter and Row Number

(d) File Management (iv) Keyboard

(e) Cell Reference (v) Small image of each slide

(f) Slide Sorter (vi) Lotus Smart Suites

{ZåZ Omo‹S>o {‘bmBE Am¡a CÎma AnZr CÎma-nwpñVH$m ‘| {b{IE :

A B

(H$) ¹o$Q>u (i) ßbm°Q>a

(I) ñàoS> erQ> (ii) qdS>moµO E³gßbmoaa

(J) âb¡Q> ~oS> (iii) H$m°b‘ Aja Am¡a amo Z§~a

(K) ’$mBb ‘¡ZoO‘|Q> (iv) H$s~moS>©

(L>) gob ao’$a|g (v) àË¶oH$ ñbmBS> H$s N>moQ>r N>{d

(M) ñbmBS> gm°Q>©a (vi) bmoQ>g ñ‘mQ>© gyQ²>g
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2. Write, in your Answer-Book, True/False for the following statements :
½×6=3

(a) Windows is not an operating system.

(b) System setting can be changed through Windows Explorer.

(c) We can print a full page slide on each page.

(d) Output devices accept data and instructions from the user.

(e) We can export and save our Word document in PDF and XPS file
format.

(f) Underline is a type of font style.

{ZåZ H$WZm| Ho$ {bE AnZr CÎma-nwpñVH$m ‘| ghr/JbV {b{IE :

(H$) qdS>moµO EH$ Am°naoqQ>J {gñQ>‘ Zht h¡&

(I) qdS>moµO E³gßbmoaa Ho$ ‘mÜ¶‘ go {gñQ>‘ goqQ>J H$mo ~Xbm Om gH$Vm h¡&

(J) h‘ àË¶oH$ noO ‘| µ’w$b noO ñbmBS> qàQ> H$a gH$Vo h¢&

(K) AmCQ>nwQ> {S>dmBg Cn¶moJH$Vm© go S>mQ>m Am¡a {ZX}e ñdrH$ma H$aVo h¢&

(L>) h‘ PDF Am¡a XPS ’$mBb àmê$n ‘| AnZo dS>© S>m°³¶y‘|Q> H$mo E³gnmoQ>© Am¡a god H$a gH$Vo h¢&

(M) A§S>abmBZ, ’$m°ÝQ> ñQ>mBb H$m EH$ àH$ma h¡&

3. Define the following : 1×4=4

(a) Legend

(b) Programs

(c) My Documents

(d) Speaker
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{ZåZ H$mo n[a^m{fV H$s{OE :

(H$) boO|S>

(I) àmoJ«m‘

(J) ‘mB© S>m°³¶y‘|Q²>g

(K) ñnrH$a

4. Write short notes on the following : 2×4=8

(a) Header and Footer

(b) Compiler

(c) SUM IF( ) Function

(d) Paragraph Spacing

{ZåZ na g§{já {Q>ßn{U¶m± {b{IE :

(H$) hoS>a Am¡a ’w$Q>a

(I) H$ånmBba

(J) g‘ AmB0 E’$0( ) ’§$³eZ

(K) n¡amJ«mµ’$ ñnoqgJ

5. Differentiate between the following : 2×2=4

(a) Title Case and Toggle Case

(b) Data Source and Merge Document

{ZåZ Ho$ ~rM A§Va ñnï> H$s{OE :

(H$) Q>mBQ>b Ho$g Am¡a Q>m°Jb Ho$g

(I) S>mQ>m gmog© Am¡a ‘O© S>m°³¶y‘|Q>
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6. Answer the following questions : 2×5=10

(a) Write the purpose of Freeze Panes Feature.

(b) What is task bar? Write its uses.

(c) Write the main uses of mail merge.

(d) Write the two main advantages of using Paragraph Spacing command.

(e) Explain any two features of PowerPoint.

{ZåZ àíZm| Ho$ CÎma Xr{OE :

(H$) µ’«$sµO noÝg {deofVm H$m CÔoí¶ {b{IE&

(I) Q>mñH$ ~ma ³¶m h¡? BgH$m Cn¶moJ {b{IE&

(J) ‘ob ‘O© Ho$ ‘w»¶ Cn¶moJ {b{IE&

(K) n¡amJ«mµ’$ ñnoqgJ H$‘m§S> H$m à¶moJ H$aZo Ho$ Xmo ‘w»¶ µ’$m¶Xo {b{IE&

(L>) nm°danm°B§Q> H$s {H$Ýht Xmo {deofVmAm| H$s ì¶m»¶m H$s{OE&

7. Write the steps to do the following in the document : 2×2=4

(a) Adding header and footer

(b) Setting the tab stops in any one paragraph

S>m°³¶y‘|Q> ‘| {ZåZ{b{IV H$aZo Ho$ {bE ñQ>oßg {b{IE :

(H$) hoS>a Am¡a µ’w$Q>a EoS> H$aZm

(I) {H$gr EH$ n¡amJ«mµ’$ ‘| Q>¡~ ñQ>m°ßg H$mo goQ> H$aZm
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8. Answer the following questions : 2×2=4

(a) Write the formulas to calculate the following based on the data given
in the following table :

A B C D E

1 Company Body Style Showroom Price Road Tax Net Price

2 Maruti Sedan 16,92,500 — —

3 BMW Sedan 20,97,000 — —

4 Honda Sedan 12,94,500 — —

5 Toyota Hatchback 5,34,800 — —

6 — — — — —

(i) Road tax which is 7% of the showroom price in cell D2.

(ii) Net price which is the sum of showroom price and road tax in
cell E2.

(iii) Total road tax in cell D6.

(iv) Maximum showroom price in cell C6.

(b) Write the steps to protect the worksheet.

{ZåZ àíZm| H$m CÎma Xr{OE :

(H$) ZrMo Xr JB© Q>o~b Ho$ S>mQ>m H$mo AmYma ‘mZH$a {ZåZ{b{IV H$s JUZm H$aZo Ho$ {bE ’$m°‘y©bm
{b{IE :

A B C D E

1 H§$nZr ~m°S>r ñQ>mBb emoê$‘ VH$ H$s‘V amoS> Q>¡³g Hw$b H$s‘V

2 ‘mé{V goS>mZ 16,92,500 — —

3 ~r0 E‘0 S>ãë¶y0 goS>mZ 20,97,000 — —

4 hm|S>m goS>mZ 12,94,500 — —

5 Q>mo¶moQ>m h¡M~¡H$ 5,34,800 — —

6 — — — — —

(i) amoS> Q>¡³g H$s JUZm H$s{OE Omo emoê$‘ VH$ H$s‘V H$m 7% h¡ Am¡a Bgo gob D2 ‘|
{XImBE&



(ii) Hw$b H$s‘V, Omo emoê$‘ VH$ H$s‘V Am¡a amoS> Q>¡³g H$m ¶moJ h¡, H$s JUZm H$s{OE VWm
Bgo gob E2 ‘| {XImBE&

(iii) Hw$b amoS> Q>¡³g H$s JUZm H$s{OE Am¡a Bgo gob D6 ‘| {XImBE&

(iv) emoê$‘ VH$ H$s‘V Ho$ A{YH$V‘ ‘mZ H$s JUZm H$s{OE Am¡a Bgo gob C6 ‘| {XImBE&

(I) dH©$erQ> H$s gwajm H$aZo Ho$ {bE ñQ>on {b{IE&


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S>mQ>m E§Q´>r Am°naoeÝg
(229)
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(narjm H$m {XZ d {XZm§H$)
Signature of Invigilators 1. .....................................................................................

({ZarjH$m| Ho$ hñVmja)
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Roll No.

AZwH«$‘m§H$

Code No.

H$moS> Z§0
65/OS/1

Set/goQ> v

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. All the questions are to be answered within the allotted time.

4. 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.

5. Write your Question Paper Code No. 65/OS/1, Set v on the Answer-Book.

6. (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, Gujarati, Konkani, Manipuri, Assamese, Nepali,
Kashmiri, Sanskrit and Sindhi.

You are required 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 yours only.
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gm‘mÝ¶ AZwXoe  …

1. narjmWu àíZ-nÌ Ho$ nhbo n¥ð> na AnZm AZwH«$‘m§H$ Adí¶ {bI|&

2. H¥$n¶m àíZ-nÌ H$mo Om±M b| {H$ àíZ-nÌ Ho$ Hw$b n¥ð>m| VWm àíZm| H$s CVZr hr g§»¶m h¡ {OVZr àW‘ n¥ð> Ho$ g~go
D$na N>nr h¡& Bg ~mV H$s Om±M ^r H$a b| {H$ àíZ H«${‘H$ ê$n ‘| h¢&

3. g^r àíZm| Ho$ CÎma {ZYm©[aV Ad{Y Ho$ ^rVa hr XoZo h¢&

4. CÎma-nwpñVH$m ‘| nhMmZ-{M• ~ZmZo AWdm {Z{X©ï> ñWmZm| Ho$ A{V[aº$ H$ht ^r AZwH«$‘m§H$ {bIZo na narjmWu H$mo
A¶mo½¶ R>ham¶m OmEJm&

5. AnZr CÎma-nwpñVH$m na àíZ-nÌ H$m H$moS> Z§0 65/OS/1, goQ v {bI|&

6. (H$) n«íZ-nÌ Ho$db {hÝXr/A§J«oOr ‘| h¡& {’$a ^r, ¶{X Amn Mmh| Vmo ZrMo Xr JB© {H$gr EH$ ^mfm ‘| CÎma Xo
gH$Vo h¢ …

A§J«oOr, {hÝXr, CXÿ©, n§Om~r, ~§Jbm, V{‘b, ‘b¶mb‘, H$Þ‹S>, VobwJy, ‘amR>r, C{‹S>¶m, JwOamVr, H$m|H$Ur,
‘{Unwar, Ag{‘¶m, Zonmbr, H$í‘rar, g§ñH¥$V Am¡a {gÝYr&

H¥$n¶m CÎma-nwpñVH$m ‘| {XE JE ~m°³g ‘| {bI| {H$ Amn {H$g ^mfm ‘| CÎma {bI aho h¢&

(I) ¶{X Amn {hÝXr Ed§ A§J«oOr Ho$ A{V[aº$ {H$gr AÝ¶ ̂ mfm ‘| CÎma {bIVo h¢, Vmo àíZm| H$mo g‘PZo ‘| hmoZo dmbr
Ìw{Q>¶m|/Jb{V¶m| H$s {Oå‘oXmar Ho$db AmnH$s hmoJr&
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DATA ENTRY OPERATIONS

S>mQ>m E§Q´>r Am°naoeÝg
(229)

Time : 2 Hours ] [ Maximum Marks : 40

g‘¶ … 2 KÊQ>o ] [ nyUmªH$ … 40

Note  : (i) All questions are compulsory.

(ii) Marks are indicated against each question.

{ZX}e … (i) g^r àíZ A{Zdm¶© h¢&

(ii) àË¶oH$ àíZ Ho$ A§H$ CgHo$ gm‘Zo Xem©E JE h¢&

1. Match the following and write your answer in the Answer-book : ½×6=3

A B

(a) Slide Sorter (i) Plotter

(b) Spread Sheet (ii) Windows Explorer

(c) Flat Bed (iii) Column Letter and Row Number

(d) File Management (iv) Keyboard

(e) Cell Reference (v) Small image of each slide

(f) QWERTY (vi) Lotus Smart Suites

{ZåZ Omo‹S>o {‘bmBE Am¡a CÎma AnZr CÎma-nwpñVH$m ‘| {b{IE :

A B

(H$) ñbmBS> gm°Q>©a (i) ßbm°Q>a

(I) ñàoS> erQ> (ii) qdS>moO E³gßbmoaa

(J) âb¡Q> ~oS> (iii) H$m°b‘ Aja Am¡a amo g§»¶m

(K) ’$mBb ‘¡ZoO‘|Q> (iv) H$s~moS>©

(L>) gob ao’$a|g (v) àË¶oH$ ñbmBS> H$s N>moQ>r N>{d

(M) ¹o$Q>u (vi) bmoQ>g ñ‘mQ>© gyQ²>g
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2. Write, in your Answer-Book, True/False for the following statements :
½×6=3

(a) Output devices accept data and instructions from the user.

(b) Control Panel is used for changing system settings.

(c) We can export and save our Word document in PDF and XPS file
format.

(d) Underline is a type of font style.

(e) Windows is not an operating system.

(f) We can print a full page slide on each page.

{ZåZ H$WZm| Ho$ {bE AnZr CÎma-nwpñVH$m ‘| ghr/JbV {b{IE :

(H$) AmCQ>nwQ> {S>dmBg Cn¶moJH$Vm© go S>mQ>m Am¡a {ZX}e ñdrH$ma H$aVo h¢&

(I) {gñQ>‘ goqQ>J ~XbZo Ho$ {bE H§$Q´>mob n¡Zb H$m à¶moJ {H$¶m OmVm h¡&

(J) h‘ PDF Am¡a XPS ’$mBb àmê$n ‘| AnZo dS>© S>m°³¶y‘|Q> H$mo E³gnmoQ>© Am¡a god H$a gH$Vo h¢&

(K) A§S>abmBZ, ’$m°ÝQ> ñQ>mBb H$m EH$ àH$ma h¡&

(L>) qdS>moµO EH$ Am°naoqQ>J {gñQ>‘ Zht h¡&

(M) h‘ àË¶oH$ noO ‘| µ’w$b noO ñbmBS> qàQ> H$a gH$Vo h¢&

3. Define the following : 1×4=4

(a) Speaker

(b) Legend

(c) Source Program

(d) My Documents
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{ZåZ H$mo n[a^m{fV H$s{OE :

(H$) ñnrH$a

(I) boO|S>

(J) gmog© àmoJ«m‘

(K) ‘mB© S>m°³¶y‘|Q²>g

4. Write short notes on the following : 2×4=8

(a) MAX( ) Function and MIN( ) Function

(b) Use of Vertical Scroll Bar

(c) Header and Footer

(d) Compiler

{ZåZ na g§{já {Q>ßn{U¶m± {b{IE :

(H$) ‘¡³g( ) ’§$³eZ Am¡a {‘Z( ) ’§$³eZ

(I) d{Q>©H$b ñH«$m°b ~ma H$m Cn¶moJ

(J) hoS>a Am¡a ’w$Q>a

(K) H$ånmBba

5. Differentiate between the following : 2×2=4

(a) Title Case and Toggle Case

(b) Data Source and Merge Document

{ZåZ Ho$ ~rM A§Va ñnï> H$s{OE :

(H$) Q>mBQ>b Ho$g Am¡a Q>m°Jb Ho$g

(I) S>mQ>m gmog© Am¡a ‘O© S>m°³¶y‘|Q>
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6. Answer the following questions : 2×5=10

(a) Write the two main advantages of using Spell Check feature in Word
document.

(b) Write the purpose of Freeze Panes Feature.

(c) What is task bar? Write its uses.

(d) Write the main uses of mail merge.

(e) Explain any two slide layouts.

{ZåZ àíZm| Ho$ CÎma Xr{OE :

(H$) dS>© XñVmdoO ‘| ñnob MoH$ µ’$sMa H$m à¶moJ H$aZo Ho$ Xm o ‘w»¶ bm^ {b{IE&

(I) µ’«$sµO noÝg {deofVm H$m CÔoí¶ {b{IE&

(J) Q>mñH$ ~ma ³¶m h¡? BgH$m Cn¶moJ {b{IE&

(K) ‘ob ‘O© Ho$ ‘w»¶ Cn¶moJ {b{IE&

(L>) {H$Ýht Xmo ñbmBS> boAmCQ> H$m dU©Z H$s{OE&

7. Write the steps to do the following in the document : 2×2=4

(a) Adding header and footer

(b) Setting the tab stops in any one paragraph

S>m°³¶y‘|Q> ‘| {ZåZ{b{IV H$aZo Ho$ {bE ñQ>oßg {b{IE :

(H$) hoS>a Am¡a µ’w$Q>a EoS> H$aZm

(I) {H$gr EH$ n¡amJ«mµ’$ ‘| Q>¡~ ñQ>m°ßg H$mo goQ> H$aZm
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8. Answer the following questions : 2×2=4

(a) Write the formulas to calculate the following based on the data given
in the following table :

A B C D E

1 Company Body Style Showroom Price Road Tax Net Price

2 Maruti Sedan 16,92,500 — —

3 BMW Sedan 20,97,000 — —

4 Honda Sedan 12,94,500 — —

5 Toyota Hatchback 5,34,800 — —

6 — — — — —

(i) Road tax which is 7% of the showroom price in cell D2.

(ii) Net price which is the sum of showroom price and road tax in
cell E2.

(iii) Calculate total net price and show the result in cell E6.

(iv) Calculate net price of 3 BMW Sedan cars.

(b) Write the steps to protect the worksheet.

{ZåZ àíZm| H$m CÎma Xr{OE :

(H$) ZrMo Xr JB© Q>o~b Ho$ S>mQ>m H$mo AmYma ‘mZH$a {ZåZ{b{IV H$s JUZm H$aZo Ho$ {bE ’$m°‘y©bm
{b{IE :

A B C D E

1 H§$nZr ~m°S>r ñQ>mBb emoê$‘ VH$ H$s‘V amoS> Q>¡³g Hw$b H$s‘V

2 ‘mé{V goS>mZ 16,92,500 — —

3 ~r0 E‘0 S>ãë¶y0 goS>mZ 20,97,000 — —

4 hm|S>m goS>mZ 12,94,500 — —

5 Q>mo¶moQ>m h¡M~¡H$ 5,34,800 — —

6 — — — — —

(i) amoS> Q>¡³g H$s JUZm H$s{OE Omo emoê$‘ VH$ H$s‘V H$m 7% h¡ Am¡a Bgo gob D2 ‘|
{XImBE&



(ii) Hw$b H$s‘V, Omo emoê$‘ VH$ H$s‘V Am¡a amoS> Q>¡³g H$m ¶moJ h¡, H$s JUZm H$s{OE VWm
Bgo gob E2 ‘| {XImBE&

(iii) ZoQ> àmBg ¶m Hw$b H$s‘V H$m ¶moJ {ZH$m{bE Am¡a Bgo gob E6 ‘| Xem©BE&

(iv) 3 BMW goS>mZ Jm{‹S>¶m| H$s Hw$b H$s‘V {ZH$m{bE&

(I) dH©$erQ> H$s gwajm H$aZo Ho$ {bE ñQ>oßg {b{IE&


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Roll No.

AZwH«$‘m§H$

Code No.

H$moS> Z§0
65/OS/1

Set/goQ> w

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. All the questions are to be answered within the allotted time.

4. 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.

5. Write your Question Paper Code No. 65/OS/1, Set w on the Answer-Book.

6. (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, Gujarati, Konkani, Manipuri, Assamese, Nepali,
Kashmiri, Sanskrit and Sindhi.

You are required 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 yours only.
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gm‘mÝ¶ AZwXoe  …

1. narjmWu àíZ-nÌ Ho$ nhbo n¥ð> na AnZm AZwH«$‘m§H$ Adí¶ {bI|&

2. H¥$n¶m àíZ-nÌ H$mo Om±M b| {H$ àíZ-nÌ Ho$ Hw$b n¥ð>m| VWm àíZm| H$s CVZr hr g§»¶m h¡ {OVZr àW‘ n¥ð> Ho$ g~go
D$na N>nr h¡& Bg ~mV H$s Om±M ^r H$a b| {H$ àíZ H«${‘H$ ê$n ‘| h¢&

3. g^r àíZm| Ho$ CÎma {ZYm©[aV Ad{Y Ho$ ^rVa hr XoZo h¢&

4. CÎma-nwpñVH$m ‘| nhMmZ-{M• ~ZmZo AWdm {Z{X©ï> ñWmZm| Ho$ A{V[aº$ H$ht ^r AZwH«$‘m§H$ {bIZo na narjmWu H$mo
A¶mo½¶ R>ham¶m OmEJm&

5. AnZr CÎma-nwpñVH$m na àíZ-nÌ H$m H$moS> Z§0 65/OS/1, goQ w {bI|&

6. (H$) n«íZ-nÌ Ho$db {hÝXr/A§J«oOr ‘| h¡& {’$a ^r, ¶{X Amn Mmh| Vmo ZrMo Xr JB© {H$gr EH$ ^mfm ‘| CÎma Xo
gH$Vo h¢ …

A§J«oOr, {hÝXr, CXÿ©, n§Om~r, ~§Jbm, V{‘b, ‘b¶mb‘, H$Þ‹S>, VobwJy, ‘amR>r, C{‹S>¶m, JwOamVr, H$m|H$Ur,
‘{Unwar, Ag{‘¶m, Zonmbr, H$í‘rar, g§ñH¥$V Am¡a {gÝYr&

H¥$n¶m CÎma-nwpñVH$m ‘| {XE JE ~m°³g ‘| {bI| {H$ Amn {H$g ^mfm ‘| CÎma {bI aho h¢&

(I) ¶{X Amn {hÝXr Ed§ A§J«oOr Ho$ A{V[aº$ {H$gr AÝ¶ ̂ mfm ‘| CÎma {bIVo h¢, Vmo àíZm| H$mo g‘PZo ‘| hmoZo dmbr
Ìw{Q>¶m|/Jb{V¶m| H$s {Oå‘oXmar Ho$db AmnH$s hmoJr&
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DATA ENTRY OPERATIONS

S>mQ>m E§Q´>r Am°naoeÝg
(229)

Time : 2 Hours ] [ Maximum Marks : 40

g‘¶ … 2 KÊQ>o ] [ nyUmªH$ … 40

Note  : (i) All questions are compulsory.

(ii) Marks are indicated against each question.

{ZX}e … (i) g^r àíZ A{Zdm¶© h¢&

(ii) àË¶oH$ àíZ Ho$ A§H$ CgHo$ gm‘Zo Xem©E JE h¢&

1. Match the following and write your answer in the Answer-book : ½×6=3

A B

(a) Cell Reference (i) Plotter

(b) Spread Sheet (ii) Windows Explorer

(c) Slide Sorter (iii) Column Letter and Row Number

(d) File Management (iv) Keyboard

(e) QWERTY (v) Small image of each slide

(f) Flat Bed (vi) Lotus Smart Suites

{ZåZ Omo‹S>o {‘bmBE Am¡a CÎma AnZr CÎma-nwpñVH$m ‘| {b{IE :

A B

(H$) gob ao’$a|g (i) ßbm°Q>a

(I) ñàoS> erQ> (ii) qdS>moµO E³gßbmoaa

(J) ñbmBS> gm°Q>©a> (iii) H$m°b‘ Aja Am¡a amo g§»¶m

(K) ’$mBb ‘¡ZoO‘|Q> (iv) H$s~moS>©

(L>) ¹o$Q>u (v) àË¶oH$ ñbmBS> H$s N>moQ>r N>{d

(M) âb¡Q> ~oS (vi) bmoQ>g ñ‘mQ>© gyQ²>g
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2. Write, in your Answer-Book, True/False for the following statements :
½×6=3

(a) Output devices accept data and instructions from the user.

(b) We can export and save our Word document in PDF and XPS file
format.

(c) Windows is not an operating system.

(d) System setting can be changed through Windows Explorer.

(e) We can print a full page slide on each page.

(f) Underline is a type of font style.

{ZåZ H$WZm| Ho$ {bE AnZr CÎma-nwpñVH$m ‘| ghr/JbV {b{IE :

(H$) AmCQ>nwQ> {S>dmBg Cn¶moJH$Vm© go S>mQ>m Am¡a {ZX}e ñdrH$ma H$aVo h¢&

(I) h‘ PDF Am¡a XPS ’$mBb àmê$n ‘| AnZo dS>© S>m°³¶y‘|Q> H$mo E³gnmoQ>© Am¡a god H$a gH$Vo h¢&

(J) qdS>moµO EH$ Am°naoqQ>J {gñQ>‘ Zht h¡&

(K) qdS>moµO E³gßbmoaa Ho$ ‘mÜ¶‘ go {gñQ>‘ goqQ>J H$mo ~Xbm Om gH$Vm h¡&

(L>) h‘ àË¶oH$ noO ‘| µ’w$b noO ñbmBS> qàQ> H$a gH$Vo h¢&

(M) A§S>abmBZ, ’$m°ÝQ> ñQ>mBb H$m EH$ àH$ma h¡&

3. Define the following : 1×4=4

(a) Task Bar

(b) Legend

(c) Speaker

(d) Programs
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{ZåZ H$mo n[a^m{fV H$s{OE :

(H$) Q>mñH$ ~ma

(I) boO|S>

(J) ñnrH$a

(K) àmoJ«m‘

4. Write short notes on the following : 2×4=8

(a) Chart and its types

(b) Font size and style

(c) Header and Footer

(d) Compiler

{ZåZ na g§{já {Q>ßn{U¶m± {b{IE :

(H$) MmQ>© Am¡a BgHo$ àH$ma

(I) µ’$m°ÝQ> gmBµO Am¡a ñQ>mBb

(J) hoS>a Am¡a ’w$Q>a

(K) H$ånmBba

5. Differentiate between the following : 2×2=4

(a) Title Case and Toggle Case

(b) Data Source and Merge Document

{ZåZ Ho$ ~rM A§Va ñnï> H$s{OE :

(H$) Q>mBQ>b Ho$g Am¡a Q>m°Jb Ho$g

(I) S>mQ>m gmog© Am¡a ‘O© S>m°³¶y‘|Q>



229/OS/1/210C 6

6. Answer the following questions : 2×5=10

(a) Explain any two views of PowerPoint.

(b) What is Recycle Bin? Write its purpose.

(c) Write the main uses of mail merge.

(d) Write the purpose of Freeze Panes Feature.

(e) Write the two main advantages of using Paragraph Spacing command.

{ZåZ àíZm| Ho$ CÎma Xr{OE :

(H$) ndanm°B§Q> Ho$ {H$Ýht Xmo ì¶y H$m dU©Z H$s{OE&

(I) argmBH$b {~Z ³¶m h¡? BgH$m CÔoí¶ {b{IE&

(J) ‘ob ‘O© Ho$ ‘w»¶ Cn¶moJ {b{IE&

(K) µ’«$sµO noÝg {deofVm H$m CÔoí¶ {b{IE&

(L>) n¡amJ«mµ’$ ñnoqgJ H$‘m§S> H$m à¶moJ H$aZo Ho$ Xmo ‘w»¶ µ’$m¶Xo {b{IE&

7. Write the steps to do the following actions in the document : 2×2=4

(a) Add bulleted and numbered list in a document.

(b) Setting the tab stops in any one paragraph

S>m°³¶y‘|Q> ‘| {ZåZ{b{IV H$m¶© H$aZo Ho$ {bE ñQ>on {b{IE :

(H$) EH$ S>m°³¶y‘|Q> ‘| ~wboQ>oS> Am¡a Z§~S>© {bñQ> EoS> H$aZm

(I) {H$gr EH$ n¡amJ«mµ’$ ‘| Q>¡~ ñQ>m°ßg H$mo goQ> H$aZm
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8. Answer the following questions : 2×2=4

(a) Write the formulas to calculate the following based on the data given
in the following table :

A B C D E

1 Company Body Style Showroom Price Road Tax Net Price

2 Maruti Sedan 16,92,500 — —

3 BMW Sedan 20,97,000 — —

4 Honda Sedan 12,94,500 — —

5 Toyota Hatchback 5,34,800 — —

6 — — — — —

(i) Road tax which is 7% of the showroom price in cell D2.

(ii) Net price which is the sum of showroom price and road tax in
cell E2.

(iii) Total road tax in cell D6.

(iv) Maximum showroom price in cell C6.

(b) Write the steps to protect the worksheet.

{ZåZ àíZm| H$m CÎma Xr{OE :

(H$) ZrMo Xr JB© Q>o~b Ho$ S>mQ>m H$mo AmYma ‘mZH$a {ZåZ{b{IV H$s JUZm H$aZo Ho$ {bE ’$m°‘y©bm
{b{IE :

A B C D E

1 H§$nZr ~m°S>r ñQ>mBb emoê$‘ VH$ H$s‘V amoS> Q>¡³g Hw$b H$s‘V

2 ‘mé{V goS>mZ 16,92,500 — —

3 ~r0 E‘0 S>ãë¶y0 goS>mZ 20,97,000 — —

4 hm|S>m goS>mZ 12,94,500 — —

5 Q>mo¶moQ>m h¡M~¡H$ 5,34,800 — —

6 — — — — —

(i) amoS> Q>¡³g H$s JUZm H$s{OE Omo emoê$‘ VH$ H$s‘V H$m 7% h¡ Am¡a Bgo gob D2 ‘|
{XImBE&



(ii) Hw$b H$s‘V, Omo emoê$‘ VH$ H$s‘V Am¡a amoS> Q>¡³g H$m ¶moJ h¡, H$s JUZm H$s{OE VWm
Bgo gob E2 ‘| {XImBE&

(iii) Hw$b amoS> Q>¡³g H$s JUZm H$s{OE Am¡a Bgo gob D6 ‘| {XImBE&

(iv) emoê$‘ VH$ H$s‘V Ho$ A{YH$V‘ ‘mZ H$s JUZm H$s{OE Am¡a Bgo gob C6 ‘| {XImBE&

(I) dH©$erQ> H$s gwajm H$aZo Ho$ {bE ñQ>on {b{IE&


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