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

ß‚ ¬˝‡Ÿ-¬òÊ ◊¥ 8 ¬˝‡Ÿ ÃÕÊ 8 ◊ÈÁŒ˝Ã ¬Îc∆U „Ò¥ –
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•ŸÈ∑˝§◊Ê¥∑§
Code No.

∑§Ê«U Ÿ¥. 52/AS/4

DATA ENTRY OPERATIONS

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚
(229)

Day and Date of Examination
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Signature of Invigilators 1. 

ÁŸ⁄UËˇÊ∑§Ê¥ ∑§ „SÃÊˇÊ⁄U
2. 

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. 52/AS/4-A 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,
Oriya, 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 question will be yours
only.

Set A
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‚Ê◊Êãÿ •ŸÈŒ‡Ê —

1. ¬⁄UËˇÊÊÕË¸ ¬˝‡Ÿ¬òÊ ∑§ §¬„‹ ¬Îc∆U ¬⁄U •¬ŸÊ •ŸÈ∑˝§◊Ê¥∑§ •fl‡ÿU Á‹π¥–

2 . ∑Î§¬ÿÊ ¬˝‡Ÿ¬òÊ ∑§Ê ¡ÊÚ°ø ‹¥ Á∑§ ¬˝‡Ÿ¬òÊ ∑§ ∑È§‹ ¬Îc∆UÊ¥ ÃÕÊ ¬˝‡ŸÊ¥ ∑§Ë ©ÃŸË „Ë ‚¥ÅUÿÊ „Ò Á¡ÃŸË ¬˝Õ◊ ¬Îc∆ ∑ §‚’‚
™§¬⁄U ¿U¬Ë „Ò– ß‚ ’ÊÃ ∑§Ë ¡ÊÚ°ø ÷Ë ∑§⁄U ‹¥ Á∑§ ¬˝‡Ÿ ∑˝ Á◊∑§ UM§¬ ◊¥ „Ò¥–

3. ‚÷Ë ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U ÁŸœÊ¸Á⁄UÃ •flÁœ ∑§ ÷ËÃ⁄U „Ë ŒŸ „Ò¥–

4. § ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ◊¥ ¬„øÊŸ-Áøq ’ŸÊŸ •ÕflÊ ÁŸÁŒ¸c≈U SÕÊŸÊ¥  ∑§§ •ÁÃÁ⁄UÄÃ ∑§„Ë¥ ÷Ë •ŸÈ∑˝§◊Ê¥∑§ Á‹πŸ ¬⁄U ¬⁄UËˇÊÊÕË¸
∑§Ê •ÿÊÇÿ ∆U„⁄UÊÿÊ ¡ÊÿªÊ–

5. •¬ŸË ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ¬⁄U ¬˝‡Ÿ¬òÊ ∑§Ë ∑§Ê«U ‚¥ÅÿÊ 52/AS/4-A Á‹π¥–

6. (∑§) ¬˝‡Ÿ¬òÊ ∑§fl‹ Á„¥ŒË/•¥ª˝¡Ë ◊¥ „Ò–  Á»§⁄U ÷Ë, ÿÁŒ •Ê¬ øÊ„¥ ÃÊ ŸËø ŒË ªß¸ Á∑§‚Ë ∞∑§ ÷Ê·Ê ◊¥ ©ûÊ⁄ Œ ‚∑§Ã
„Ò¥ —

•¥ª˝¡Ë, Á„¥ŒË, ©ŒÍ¸, ¬¥¡Ê’Ë, ’°ª‹Ê, ÃÁ◊‹, ◊‹ÿÊ‹◊, ∑§ãŸ«∏, Ã‹ÈªÈ, ◊⁄UÊ∆UË, ©Á«∏ÿÊ, ªÈ¡⁄UÊÃË, ∑§Ê¥∑§áÊË,
◊ÁáÊ¬È⁄UË, •‚Á◊ÿÊ, Ÿ¬Ê‹Ë, ∑§‡◊Ë⁄UË, ‚¥S∑Î§Ã§•ÊÒ⁄U Á‚¥œË–

∑Î§¬ÿÊ ©ûÊ⁄U-¬ÈÁSÃ∑§Ê ◊¥ ÁŒ∞ ª∞ ’ÊÚÄ‚ ◊¥ Á‹π¥ Á∑§ •Ê¬ Á∑§‚ ÷Ê·Ê ◊¥ ©ûÊ⁄U Á‹π ⁄U„ „Ò¥–   §

(π) ÿÁŒ •Ê¬ Á„¥ŒË ∞fl¥ •¥ª˝¡Ë ∑§ •ÁÃÁ⁄UÄÃ Á∑§‚Ë •ãÿ ÷Ê·Ê ◊¥ ©ûÊ⁄U Á‹πÃ „Ò¥ ÃÊ ¬˝‡Ÿ ∑§Ê ‚◊¤ÊŸ ◊¥ „ÊŸ flÊ‹Ë
òÊÈÁ≈UÿÊ¥/ª‹ÁÃÿÊ¥ ∑§Ë Á¡ê◊UŒÊ⁄Ë ∑§fl‹ •Ê¬∑§Ë „ÊªË–
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1. Match the following and write your answer in the answer book :

A B

(a) Antivirus (i) Operating System

(b) Pie (ii) System Settings

(c) Windows XP (iii) Input Device

(d) Control Panel (iv) Utility Software

(e) OCR (v) Views for Presentation

(f) Normal, Slidesorter (vi) A type of chart

ÁŸêŸ ¡Ê«∏ Á◊‹Êß∞ •ÊÒ⁄U ©ûÊ⁄U •¬ŸË ©ûÊ⁄U ¬ÈÁSÃ∑§Ê ◊¥ Á‹Áπ∞ —

A B

(a) ∞¥≈UËflÊÿ⁄U‚ (i) •ÊÚ¬⁄UÁ≈¥Uª Á‚S≈U◊

(b) ¬Êß¸ (Pie) (ii) Á‚S≈U◊ ‚ÒÁ≈U¥Ç‚

(c) Áfl¥«UÊ$¡ XP (iii) ßŸ¬È≈U Á«UflÊß‚

(d) ∑¥§≈˛UÊ‹ ¬ÒŸ‹ (iv) ÿÍÁ≈UÁ‹≈UË ‚ÊÚç≈Uflÿ⁄U

(e) •Ê.‚Ë.•Ê⁄U. (OCR) (v) ¬˝¡ã≈U‡ÊŸ ∑§ √ÿÍ$¡

(f) ŸÊÚ◊¸‹, S‹Êß«U‚ÊÚ≈¸U⁄U (vi) ∞∑§ ¬˝∑§Ê⁄U ∑§Ê øÊ≈¸U

DATA ENTRY OPERATIONS

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚

(229)

Time : 2 Hours ] [ Maximum Marks : 40

‚◊ÿ — 2 ÉÊá≈U ] [ ¬ÍáÊÊZ∑§ — 40

Instructions : (1) Attempt all questions.

(2) Marks are given against each question.

ÁŸŒ¸‡Ê — (1) ‚÷Ë ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U ŒËÁ¡∞–

(2) ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ •¥∑§ ©‚∑§ ‚Ê◊Ÿ ÁŒÿ ªÿ „Ò¥–

½x6=3
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½x6=32. Write in your answer book True/False for the following statements :

(a) By default, the text in Word documents is Right aligned.

(b) Flat bed and Drum are two types of  printers.

(c) File Management in windows can be done through taskbar.

(d) My documents displays a list of documents used by the current user.

(e) While preparing slides, you should use small phrases and sentences to convey
your messages.

(f) While typing text in a word document, you are not required to press ENTER key
at the end of each line.

ÁŸêŸ ∑§ÕŸÊ¥ ∑§ Á‹∞ •¬ŸË ©ûÊ⁄U ¬ÈÁSÃ∑§Ê ◊¥ ‚„Ë/ª‹Ã Á‹Áπ∞ —

(a) «UË»§ÊÚÀ≈U mÊ⁄Ê fl«¸ ◊¥ ≈UÄS≈U ⁄UÊß≈U ∞‹Êßã«U „ÊÃÊ „Ò–

(b) ç‹Ò≈U ’«U •ÊÒ⁄U «˛U◊ ÿ ŒÊŸÊ¥ Á¬˝¥≈U⁄U ∑§ ¬˝∑§Ê⁄U „Ò¥–

(c) Áfl¥«UÊ$¡ ◊¥ »§Êß‹ ◊ÒŸ¡◊¥≈U ≈UÊÚS∑§’Ê⁄U ∑§ mÊ⁄UÊ Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

(d) ◊Êß¸ «UÊÚÄÿÍ◊¥≈U˜‚ ◊¥ ∑§⁄¥U≈U ÿÍ¡⁄U mÊ⁄UÊ ßSÃ◊Ê‹ Á∑§∞ ª∞ «UÊÚÄÿÍ◊¥≈U˜‚ ∑§Ë Á‹S≈U Á«USå‹ „ÊÃË „Ò–

(e) S‹Êß«U˜‚ ÃÒÿÊ⁄U ∑§⁄UÃ ‚◊ÿ •Ê¬∑§Ê •¬ŸÊ ‚¥Œ‡Ê ŒŸ ∑§ Á‹∞ ¿UÊ≈U flÊÄÿ ∞fl¥ flÊÄÿÊ¥‡ÊÊ¥ ∑§Ê ¬˝ÿÊª ∑§⁄UŸÊ
øÊÁ„∞–

(f) fl«¸U «UÊÚÄÿÍ◊¥≈U ◊¥ ≈UÄS≈U ≈UÊß¬ ∑§⁄UÃ ‚◊ÿ, •Ê¬∑§Ê ¬˝àÿ∑§ ‹ÊßŸ  ∑§ •¥Ã ◊¥ ENTER ∑§Ë Œ’ÊŸ ∑§Ë
¡M§⁄UÃ Ÿ„Ë¥ „ÊÃË „Ò–

3. Define the following : 1x4=4

(a) Compiler

(b) Recycle Bin

(c) ALU

(d) Functions

ÁŸêŸ ∑§Ë ¬Á⁄÷Ê·Ê Á‹Áπ∞ —

(a) ∑§ê¬Êß‹⁄U

(b) ⁄UË‚Êÿ∑§‹ Á’Ÿ

(c) ∞ ∞‹ ÿÍ (ALU)

(d) »¥§Ä‡Ê¥‚
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4. Write short notes on the following :

(a) Font Size

(b) Laser Printer

(c) Windows Explorer

(d) Page Orientation

ÁŸêŸ ¬⁄U ‚¥ÁˇÊ# Á≈Uå¬áÊË (ŸÊ≈U˜‚) Á‹Áπ∞ —

(a) »§ÊÚã≈˜U ‚Êß$¡

(b) ‹$¡⁄U Á¬˝¥≈U⁄U

(c) Áfl¥«UÊ$¡ ∞Ä‚å‹Ê⁄U⁄U

(d) ¬¡ ̃•ÊÁ⁄U∞¥≈U‡ÊŸ

5. Differentiate between the following :

(a) Inserting Text and Selecting Text

(b) Bulleted list and Numbered list

ÁŸêŸ ◊¥ •¥Ã⁄U S¬c≈U ∑§ËÁ¡∞ —

(a) ≈UÄS≈U ßã‚≈¸U ∑§⁄UŸÊ •ÊÒ⁄U ≈UÄS≈U Á‚‹Ä≈U ∑§⁄UŸÊ

(b) ’È‹≈U«U Á‹S≈U •ÊÒ⁄U Ÿ¥’«¸ Á‹S≈U

6. Answer the following questions :

(a) Write the steps to Rename a file or folder.

(b) What do you mean by Merge document ?  Explain briefly.

(c) Write the steps for Printing a Word document.

(d) What are the various steps to insert a new worksheet before an existing worksheet ?

(e) What are the various elements required to be considered while writing a formula.

ÁŸêŸ ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U ŒËÁ¡∞ —

(a) ∞∑§ »§Êß‹ ÿÊ »§ÊÀ«U⁄U ∑§Ê ⁄UËŸ◊ ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

(b) ◊¡¸ «UÊÚÄÿÍ◊¥≈U ∑§⁄UŸ ‚ •Ê¬ ÄÿÊ ‚◊¤ÊÃ „Ò¥?  fláÊ¸Ÿ ∑§ËÁ¡∞–

(c) ∞∑§ fl«¸U «UÊÚÄÿÍ◊¥≈U ∑§Ê Á¬˝¥≈U ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

(d) ∞∑§ ◊ÊÒ¡ÍŒ fl∑¸§‡ÊË≈U ‚ ¬„‹ Ÿß¸ fl∑¸§‡ÊË≈U ßã‚≈¸U ∑§⁄UŸ ∑§ ÄÿÊ S≈Uå‚ „Ò¥? Á‹Áπ∞–

(e) ∞∑§ »§ÊÚ◊Í¸‹Ê Á‹πÃ ‚◊ÿ Á∑§Ÿ Á∑§Ÿ ’ÊÃÊ¥ ∑§Ê äÿÊŸ ⁄UπŸÊ øÊÁ„∞?

2x4=8

2x2=4

2x5=10
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7. Answer the following :

(a) Write the keyboard shortcuts for doing following formatting actions on a text
document :

(i) Undo

(ii) Paste

(iii) Select all

(iv) Left justified

(b) A paragraph of text is written in Times New Roman and aligned as center justified.
Write the steps to make the text as Right justified.

ÁŸêŸ ∑§Ê ©ûÊ⁄U ŒËÁ¡∞ —

(a) ∞∑§ ≈UÄS≈U «UÊÚÄÿÍ◊¥≈U ¬⁄U ÁŸêŸ »§ÊÚ◊¸Á≈¥Uª ∑§ÊÿÊZ ∑§Ê ∑§⁄UŸ ∑§ Á‹∞ ∑§Ë’Ê«¸U ‡ÊÊÚ≈¸∑§≈U˜‚ Á‹π¥ —

(i) •Ÿ«ÍU

(ii) ¬S≈U

(iii) Á‚‹Ä≈U •ÊÚ‹

(iv) ‹ç≈U ¡S≈UË»§Êß«U

(b) ≈UÄS≈U ∑§Ê ∞∑§ ¬Ò⁄UÊª˝Ê$»§ Times New Roman »§ÊÚã≈˜U ◊¥ Á‹πÊ ªÿÊ „Ò •ÊÒ⁄U ß‚ ‚¥≈U⁄U ¡S≈UË»§Êß«U Á∑§ÿÊ
ªÿÊ „Ò–  ß‚ ⁄UÊß≈U ¡S≈UË»§Êß«U ∑§⁄UŸ ∑§ Á‹∞ S≈Uå‚ Á‹Áπ∞–

8. Answer the following : 2x2=4

(a) Following table shows sales data for different makes of mobiles from January to
March of a particular shop.

A B C D

Samsung (Nos.) Motorola (Nos.) Sony (Nos.)

2 January 800 600 500

3 February 400 300 100

4 March 500 400 150

← Types of Mobiles Sold →
Month1

Based on the above data write the formula to calculate the following :

(i) The total sale of mobiles in the month of Feb.

(ii) Total sale of Samsung mobiles from Jan to March.

(iii) Total sale of Motorola and Sony Mobiles in Jan and Feb.

(iv) Average sale of mobiles in March.

2x2=4
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(b) An agro products survey company finds following data about the percentage of
fat found in 5 different dairy products.  Write the steps to plot a Pie Chart to
show this clearly.

A B

1 Item Percentage of Fat

2 Milk (Full Cream) 15%

3 Curd 10%

4 Butter 25%

5 Cheese 20%

6 Cream 30%

ÁŸêŸ ∑§Ê ©ûÊ⁄U ŒËÁ¡∞ —

(a) ÁŸêŸ ≈U’‹ ◊¥ ∞∑§ ÁŸÁ‡øÃ ŒÈ∑§ÊŸ ¬⁄U ’ø ª∞ •‹ª •‹ª ¬˝∑§Ê⁄U ∑§ ◊Ê’ÊßÀ‚ ∑§Ê ¡Ÿfl⁄UË ‚ ◊Êø¸
Ã∑§ ∑§Ê ‚À‚ «UÊ≈UÊ ÁŒπÊÿÊ ªÿÊ „Ò —

A B C D

‚Ò◊‚¥ªU ◊Ê≈UÊ⁄UÊ‹Ê ‚ÊŸË

2 ¡Ÿfl⁄UË 800 600 500

3 »§⁄Ufl⁄UË 400 300 100

4 ◊Êø̧ 500 400 150

◊„ËŸÊ
 ← ’ø ª∞ ◊Ê’ÊßÀ‚ ∑§ ¬∑̋§Ê⁄ →

1

©¬⁄UÊÄÃ «UÊ≈UÊ ∑§ •ÊœÊ⁄U ¬⁄U ÁŸêŸ ¡ÊŸŸ ∑§ Á‹∞ »§ÊÚ◊¸Í‹Ê Á‹πÊ —

(i) »§⁄Ufl⁄UË ∑§ ◊„ËŸ ◊¥ ◊Ê’ÊßÀ‚ ∑§Ë ∑È§‹ ‚‹–

(ii) ‚Ò◊‚¥ª ◊Ê’ÊßÀ‚ ∑§Ë ¡Ÿfl⁄UË ‚ ◊Êø¸ Ã∑§ ∑§Ë ∑È§‹ ‚‹–

(iii) ¡Ÿfl⁄UË •ÊÒ⁄U »§⁄Ufl⁄UË ◊¥ ◊Ê≈UÊ⁄UÊ‹Ê •ÊÒ⁄U ‚ÊŸË ◊Ê’ÊßÀ‚ ∑§ ‚‹–

(iv) ◊Êø¸ ◊¥ ‚÷Ë ◊Ê’ÊßÀ‚ ∑§Ë ∞fl⁄U¡ ‚‹–
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(b) ∞∑§ ∞ª˝Ê ¬˝Ê«UÄ≈U˜‚ ‚fl¸ ∑§ê¬ŸË Ÿ ¬Ê°ø •‹ª-•‹ª «Uÿ⁄UË ¬˝Ê«UÄ≈U˜‚ ¬⁄U Á∑§∞ ª∞ ‚fl¸ ◊¥ »Ò§≈U ∑§Ê
¬˝ÁÃ‡ÊÃ ÁŸêŸ ≈U’‹ ∑§ •ŸÈ‚Ê⁄U ¬ÊÿÊ–  ß‚ S¬c≈U ÃÊÒ⁄U ¬⁄U ¬Êß¸ øÊ≈¸U mÊ⁄UÊ ÁŒπÊŸ ∑§ Á‹∞ ¬Êß¸ øÊ≈¸U ∑§Ê
å‹ÊÚ≈U ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

A B

1 •Êß≈U◊ »Ò§≈UU ∑§Ê ¬Á̋Ã‡ÊÃ

2 »È§‹ ∑§̋Ë◊ ŒÍœ 15%

3 Œ„Ë 10%

4 ’≈U⁄U 25%

5 øË$¡ 20%

6 ∑§̋Ë◊ 30%

- o 0 o -
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