This Question Paper consists of 8 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. 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. 65/0S/1, Set [A] on the Answer-Book.

(@) 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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Note : (i) All questions are compulsory.
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1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(@) QWERTY (i) Plotter

(b) Spread Sheet

(c) Flat Bed

(d) File Management
(e) Cell Reference

(f) Slide Sorter

(@)
(iii)
(w)

(v)
(V)

Windows Explorer

Column Letter and Row Number
Keyboard

Small image of each slide

Lotus Smart Suites
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=3

(@) 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.
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3. Define the following : 1x4=4
(a) Legend
(b) Programs
(c) My Documents

(d) Speaker
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4. Write short notes on the following : 2x4=8
(a) Header and Footer
(b) Compiler
(c) SUMIF() Function
(d) Paragraph Spacing
= w wfqw fewfimt fafew
(%) T A F
(@) HHTEeR
(1) TW 3o THo() HRM

(F) wmE e

5. Differentiate between the following : 2x2=4
(a) Title Case and Toggle Case

(b) Data Source and Merge Document
f= & " Im e Aifw
(%) T3eA HE N ITA HA
(@) TR A 3R O glRpe
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6. Answer the following questions : 2x5=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.
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7. Write the steps to do the following in the document : 2x2=4
(a) Adding header and footer

(b) Setting the tab stops in any one paragraph
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8. Answer the following questions :

2x2=4

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

in the following table :

A B C 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

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

(4)

cell E2.

(iii)
()

Total road tax in cell D6.

Maximum showroom price in cell C6.

(b) Write the steps to protect the worksheet.

= wAl 1 I T
(%) = & T8 TA F Tl Hl HERX AR HHAMNGD hl TN HH 6 TG HIHAT

ferfag
A B C D E
1 FHuAl Figt wiEe | WiEH a% HFd | US Hm | P diHa
2 | HTEfd gsH 16,92,500 — —
3 | sfto w0 g=Rp0 LS EAC] 20,97,000 — —
4 | gl YeH 12,94,500 _ _
5 | R EEEED 5,34,800 — —
6 | — _ _ _ _

Net price which is the sum of showroom price and road tax in
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This Question Paper consists of 8 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. 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. 65/0S/1, Set on the Answer-Book.

(@) 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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DATA ENTRY OPERATIONS
BTET Ut ST
(229)
Time : 2 Hours | [ Maximum Marks : 40

qm o 2 "W | [ g : 40

Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
(i) TCHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(a) Slide Sorter (i) Plotter
(b) Spread Sheet (i) Windows Explorer
(c) Flat Bed (i) 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
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=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.
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3. Define the following : 1x4=4
(a) Speaker
(b) Legend
(c) Source Program

(d) My Documents
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4. Write short notes on the following : 2x4=8
(@) MAX() Function and MIN() Function
(b) Use of Vertical Scroll Bar
(c) Header and Footer
(d) Compiler
= w wfqw fewfimt fafew
() HE() HM I () FwE
(@) aféha Bhid SR 1 TN
() &S 3N FH

(&) =hHITEeTt

5. Differentiate between the following : 2x2=4
(a) Title Case and Toggle Case

(b) Data Source and Merge Document
f= & " Im e Aifw
(%) T3eA HE N ITA HA
(@) TR O™ 3 oS gfRpHe
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6. Answer the following questions : 2x5=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.

fm gt &% 3w e

(%) 9IS THES H A = HER 6 T HH & a g0 av fafag
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7. Write the steps to do the following in the document : 2x2=4
() Adding header and footer
(b) Setting the tab stops in any one paragraph
sidgie # ffdfied ® % for =@ fafau
(%) TR 3N FX TE HAT

(@) FrHl TR TITE H 39 WIH H G H
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8. Answer the following questions :

2x2=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 — —
(8] J— J— J— J— J—

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

(4)

cell E2.

(iii)
()

Calculate net price of 3 BMW Sedan cars.

(b) Write the steps to protect the worksheet.

= g w1 s G

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

Net price which is the sum of showroom price and road tax in

(%) = @ TE A & T P YR AFR (fcAiad 1 T0ET HE W forw wigen
fofau .
A B C D E
1 FHuAl Figt wiEe | WiEH % HFd | US Hm | AT dima
2 | =wfd gsH 16,92,500 — —
3 | ffo w0 T&Rp0 LS EAC] 20,97,000 — —
4 | ®fe YeH 12,94,500 _ _
5 | 2R FASH 5,34,800 — —
6 | — _ _ _ _
() T e I AT HIT S & qh hIFd T 7% B AR W A D2 °
feamsu)
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This Question Paper consists of 8 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. 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. 65/0S/1, Set on the Answer-Book.

(@) 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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DATA ENTRY OPERATIONS
BTET Ut ST
(229)
Time : 2 Hours | [ Maximum Marks : 40

qm o 2 "W | [ g : 40

Note : (i) All questions are compulsory.

(i) Marks are indicated against each question.

few: (1) =t g fEd 2
(i) TCHh U h 3 IHh WEA ST Y F|

1. Match the following and write your answer in the Answer-book : Y2x6=3
A B
(a) Cell Reference (i) Plotter
(b) Spread Sheet (i) 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

o i foemse ot ST o sw-gfere o fafe .

A B
(%) T ThiH (i) A

(@) B e (i) TN THw

() TgE i (iii) HiTH e R T TN
(") ®IgA BISHS (iv) HEE

(3) wel (v) YH RS H B Bl
(F) wIE % (vi) AR T HqH
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2. Write, in your Answer-Book, True/False for the following statements :
Y2x6=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.

= weAl & folw st Im-gfeaes § @&t /moa fafew -

(%) 3MRcYe feamsd IRl & Tl 3R Few iwR +d 3

(@) &9 PDF 3 XPS %Ed YEY § 3704 9¢ SfRIHC I THUR 3T T9 T dhd &
(M) fooie wh sfaifen fren € 8|

(1) e R & Ay 9 fieen afdn &1 s S gear 2|

() &9 IS U § Bl O TsE T R dhd Bl

(|) SHASETE, Fie WEA 61 Th JHR 2

3. Define the following : 1x4=4
(a) Task Bar
(b) Legend
(c) Speaker

(d) Programs
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4. Write short notes on the following : 2x4=8
(a¢) Chart and its types
(b) Font size and style
(c) Header and Footer
(d) Compiler
= w wfqw fewfimt fafew
(%) = 3N 8h THK
(@) Hi< AEA 3N w5
() &S 3N FH

(&) =hHITEeTt

5. Differentiate between the following : 2x2=4
(a) Title Case and Toggle Case

(b) Data Source and Merge Document
f= & " Im e Aifw
(%) T3eA HE N ITA HA
(@) TR A 3R O glRpe
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6. Answer the following questions : 2x5=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.
e g &% 3w e

(%) waise Tl § = H U HifwC|

(@) Twrssha o @1 27 36e1 v fafay

(M ¥ wS % ger 3w fefeu

(F) $e v fomvar 1 3w fafau)

() Hmme WA FHHAE HT TN HH F G B Rau|

7. Write the steps to do the following actions in the document : 2x2=4
(a) Add bulleted and numbered list in a document.

(b) Setting the tab stops in any one paragraph

stic § frefafed FH w0 % fu 2 fAfaw
(F) T S § geve s A9 fre g wO

(@) FrHl TR TUTE H 39 WIH H G R
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8. Answer the following questions :

2x2=4

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

in the following table :

A B C 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

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

(4)

cell E2.

(iii)
()

Total road tax in cell D6.

Maximum showroom price in cell C6.

(b) Write the steps to protect the worksheet.

= g w1 s G

Net price which is the sum of showroom price and road tax in

(%) = @ TE A & T P YR AFR (fcAiad 1 T0ET HE W forw wigen
fofau .
A B C D E
1 HuH1 Figt wiEe | WiEH % $Fd | US e | P diHa
2 | mwfa gsH 16,92,500 — —
3 | dfto wHo Eso LS EAC] 20,97,000 — —
4 | @ YeH 12,94,500 _ _
5 | 2EwR EEEED 5,34,800 — —
6 | — _ _ _ _

() T e I AT HIT S & qh hIFd T 7% B AR W A D2 °
femmu)
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