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2. Please check the Question Paper to verify that the total pages and total number of questions contained in
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DATA ENTRY OPERATIONS(Theory)
BTeT Ut ATy (Tagma)
(336)

Time : 2 Hours] [Maximum Marks : 40
qug ; 2 gue] [qurie : 40
Note: All questions are compulsory and carry marks as indicated against each question.
fdwm ¢ it wya 3tfaTE g St Ueieh U9A % o7k 36k A fgu T El
1. Fill inthe blanks for the following: [10 x %2 = 5]
= & foru ezt 6 gfd S
a) Byusingthe tab in the Format Cells dialog box, you can change
the orientation of the text.
TiHe de SN sied | fIu T 29 & TERT | 379 e (Ured) i fawm
(SRETA) et Hehe 2
b) are the symbolic codes used in assembly language.
VU W H TR foht A a1l Aiehfaes el (o) &t T A 2l
c) The command to insert a page break is present on the tab.
U Sk 3703 i 1 HATS 29 W fem gan 2
d) The function is used to add the cells with respect to the given
criteria.
e <hT JEIRT €t T8 I % AR Sod i SiigH o foru T wiman )
e) To select more than one file or folder, press the key while
clicking.
Teh 1 2ATR BIEA I Wle i ficiae A & oo foees o awm ED
Eakcud
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f) feature of MS Word ensures the authenticity of your document.

TUH.THE. 98 6l ferstwran grr 31w SR FETAS B arataeRar gifvea =
Hehd 2

g) The speed of a Dot matrix printer is measured in

U gie tfzwm e i wiie = o T ST 2|

h) The expanded form of GUI is

Sf.g.emE (GUI) = faeqa wa 2l

1)  There are different slide layouts to choose from in MS
PowerPoint 2007.
TH.TH. UieR gige 2007 # 3° AT AT TATZE ™ 33E H B hig
off T A 2l

1) type of internet connection provides high bandwidth of

128 kbps and good speed internet connection.

THR HT FeHE FRH 128 F.&.0.ud. H 3= Ssfagy & T
TP TS HT ST HAFIH TS HT 2

2. State True or False: [10 x 15 = 5]
HE 91 e FA1SU;
a) You can even share software on Internet.
Y WA & W TeHE W IR o Gk 2
b) A taskbar disappears when you open a document in a word processor.
IS 39 Teh TEATSH hi I8 THER H WeAd ¢ a9 ZRhaR T 2l STl 2l
c) You cannot change the width of columns in an Excel worksheet.
Tk T Teh3iie | 3T Shict hi TISTE 98 T8l dehd gl
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d)

BASIC is a machine dependent language.

afeeR (BASIC) weh w9iia fHR W 21
e) You can print multiple pages of a document on a single page.
39 U TEATES % &3 YUUT ! Tk & O W e o Eehd 2
f)  Dragging a program to a new location creates a shortcut to that program.
TUeh T i T8 TR W T o ™ T hl Tehan 8 I8 TN o o0 Uk Tiieehe a7 S 2l
g)  You cannot edit the data source once it is created.
Y 1T |H i SN & G ITH TN T X Hehel 2
h) InExcel, all styles are cell styles.
Uehier H, Tl TeTged et weTged Bielt ¢
1)  You cannot hide a slide in a presentation.
MY U ISy | R ot Tormee i fovun =@ a2
j)  Student Management System is an example of Customized application
software.
e Hase finen, Feursse Veliehy Aireas & U 33TE0T 3
3.  Write short notes on the following: [3 x2=06]
1 w wfera ot (igw) fofRau:
a) Freeze Panes feature of MS Excel 2007
TH.TE. T 2007 1 e 01 iR
b) Utility Software
feferdt it
c) Track Changes feature of MS Word 2007

w.TE. g€ 2007 H1 3w o FIer

58/0S5S5/1/336-B] G-249 4 [ AHET S contd.....



4. Define the following terms: [2 x1=2]
= = aftnfea hifso:
a) Hyperlink
FERNCED
b) Title Case

TMFeA Hd

5. Answer the following questions:
= gl & I &S

a) Ritika wants to create a document using mail merge feature of MS Word. She
has created the main document but does not know how to create a data
source using Excel worksheet. Write the steps to create a data source using
Excel sheet for Ritika. [2]

fifoert T.TH. 92 % A A HIER 1 TERT HA gU U GEATS (AR T At 2l 36
& e (B giage) s foran @ aifer o Taier aehsfte st T ek 2t |
TR TR N afsran T8 T 21 ora: Rivewt & foru taiet Sehviie 1 S& e SeT ard
T & R fofau:

b) Identify the domain name from the following URL: [1]

https://swayam.gov.in/courses/public.htm

F fau @ URL & & SWA 3% &l 9gan-g:

https://swayam.gov.in/courses/public.htm

c) Name any two functions that you can perform by using the control panel.[1]

el UeT T T htch 31T i § 3 1 T Tehd! &, 3ok A foral|
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d) Expand POP. [1]
POP @1 forea wa%u faiRau|

e) What happens if you select Handouts option while printing a presentation?|[1]

T UsivevH fiie td v afg omu ‘Feansen’ faswheu g § @ @ g e

6. Differentiate between the following: [4 x2=8]
= & o= 3T woee il
a) Laser printer and Inkjet Printer.
b) List AutoFill and AutoFill feature of MS Excel 20077
. 8. TR 2007 % o stieiitee’ ud “sttefhe dier?
c) Column charts and Line charts.
i dTe TS T1E a1e
d) Normal View and Slide Sorter view of a presentation.

YARIA H AT =’ Td TIEE Wi =

7. Shiksha has created a report in MS Word. She wants to format text in her report
using only the keyboard. What will be the shortcut keys for performing the following
tasks: [4 x 1 =4]

f1en 3 wn.vE. 92 # v Ui Gar i 2| 97 U o § 2ae whiten & fore hae feE w5
T A e 2l 38 e sl @ A & foru foR widene R @ gEETe e e

a) Making the text underline
SRZ Tl TSTEATSH T
b) Format Painter.

Latrredl
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c) Undo the last task
ferett @ @t 3 (Undo) &

d) Pasting the text.

TR Tl U FHN
8. Trish has created the following Excel sheet. [1+1+2=4]
| S
2| Item_Code |ltem Name|Price |Discount % |DiscountinRs |Total price
3 so01 pen 15 0
n T102 Doll 250 2
54 S104 Notebook 40 5
& $110 Pastel Colours 55 0
2
9

The formula to calculate discount in Rs. for the item Pen is written in cell
F3 as=E3/100*D3

Write the formula/steps to do the following tasks
a) To display the total price of pen as (Price-Discount in Rs.) in cell G3.
b) To display the highest price of all items.
c) Steps to copy the formula of cell G3 to cells G4....G6.

d) To display the sum of total price of all items in cell GS.
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1| A B C D E F G
2 aEenwE | omgendm [ | Rewme (%) | feene (% #) | oo S
3 S001 & 15 0

4 T102 ¥ 250 2

5 S104 Fegwm | 40 5

6 SI0 | e @wer | 55 0

et F3 ° amgen 94 & foru fewepee @it wuu # fere o foru widen 3@ wer femn e 2:

F3=E3/100*D3

T s st A o forg wien /2w fof:

%) ¥ G3 # um it ot Hwa (Fra-ferrse (8. 7)) feam)

@) at 3Tgedl | | T8 SE hiAd (|

M) & G3 % wien @i dd G4 8 G6 T HiUl v & A ot |

) @« G8 # asft sngeni it $t hima w1 A fewm)
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