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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¥ –

DATA ENTRY OPERATIONS

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚
(229)

Day and Date of Examination

¬⁄UËˇÊÊ ∑§Ê ÁŒŸ fl ÁŒŸÊ¥∑§

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. 55/S/O-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

Roll No.

•ŸÈ∑˝§◊Ê¥∑§
Code No.

∑§Ê«U Ÿ¥. 55/S/O
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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 ŒŸ „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 •ÿÊÇÿ ∆U„⁄UÊÿÊ ¡ÊÿªÊ–

5. •¬ŸË ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ¬⁄U ¬˝‡Ÿ¬òÊ ∑§Ë ∑§Ê«U ‚¥ÅÿÊ 55/S/O-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 ◊¥ „ÊŸ flÊ‹Ë
òÊÈÁ≈UÿÊ¥/ª‹ÁÃÿÊ¥ ∑§Ë Á¡ê◊UŒÊ⁄Ë ∑§fl‹ •Ê¬∑§Ë „ÊªË–
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1. Match the following and write your answers in the answer-book : ½x6=3

                A               B

(a) Control Panel (i) Comparing values

(b) OCR (ii) Output device

(c) Column chart (iii) Start menu

(d) Speaker (iv) System settings

(e) Start button (v) Normal view

(f) Viewing slides (vi) Optical Scanner 

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

                  A                   B

(a) ∑¥§≈ŲÊ‹ ¬ÒŸ‹ (i) flÒÀÿÍ ∑§Ë ÃÈ‹ŸÊ ∑§⁄UŸÊ

(b) •Ê.‚Ë.•Ê⁄ (OCR)U (ii) •Ê©≈U¬È≈U Á«UflÊß‚

(c) ∑§ÊÚ‹◊ øÊ≈U̧ (iii) S≈UÊ≈U̧ ◊ãÿÍ

(d) S¬Ë∑§⁄U (iv) Á‚S≈U◊ ‚Á≈¥UÇ‚

(e) S≈UÊ≈U̧ ’≈UŸ (v) ŸÊÚ◊‹̧ √ÿÍ

(f) S‹Êß«U ∑§Ê √ÿÍ ∑§⁄UŸÊ (vi) •ÊÚÁå≈U∑§‹ S∑Ò§Ÿ⁄U

DATA ENTRY OPERATIONS

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚

(229)

Time : 2 Hours ] [ Maximum Marks : 40

‚◊ÿ — 2 ÉÊá≈U ] [ ¬ÍáÊÊZ∑§ — 40

Note : (1) Attempt all questions.

(2) Marks are given against each question.

ÁŸŒ¸‡Ê — (1) ‚÷Ë ¬˝‡Ÿ •ÁŸflÊÿ¸ „Ò¥–

(2) ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ ‚Ê◊Ÿ •¥∑§ ÁŒÿÊ „Ò–
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2. Write in your answer-book True/False for the following statements : ½x6=3

(a) CRT monitors are flat panel monitors.

(b) The black, vertical blinking line is called the insertion point.

(c) Windows does not help in installing new hardware components to your computer.

(d) Design template is not a predesigned presentation theme.

(e) Windows Explorer can be used to copy, move, rename and search for files and
folders.

(f) Highlight color option changes the color behind the text selection.

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

(a) ‚Ë.•Ê⁄.≈UË. ◊ÊÚŸË≈U⁄U, ç‹Ò≈U ¬ÒŸ‹ ◊ÊÚŸË≈U⁄U „ÊÃ „Ò¥–

(b) ∑§Ê‹Ë, flÁ≈¸U∑§‹ ø◊∑§Ë‹Ë ‹ÊßŸ ∑§Ê ßã‚‡Ê¸Ÿ Á’¥ŒÈ ∑§„Ê ¡ÊÃÊ „Ò–

(c) Áfl¥«UÊ$¡ •Ê¬∑§ ∑§êåÿÍ≈U⁄U ¬⁄U Ÿ∞ „Ê«¸Uflÿ⁄U ∑§ê¬ÊŸ¥≈U ßãS≈UÊÚ‹ ∑§⁄UŸ ◊¥ ◊ŒŒ Ÿ„Ë¥ ∑§⁄UÃË „Ò?

(d) Á«U$¡ÊßŸ ≈Uê¬‹≈U ∞∑§ ¬Ífl¸ Á«U$¡ÊßŸ ∑§Ë ªß¸ ¬˝$¡ã≈U‡ÊŸ ÕË◊ Ÿ„Ë¥ „Ò–

(e) Áfl¥«UÊ$¡ ∞Ä‚å‹Ê⁄U⁄U ∑§Ê ¬˝ÿÊª »§Êß‹Ê¥ ÿÊ »§ÊÀ«U⁄UÊ¥ ∑§Ê ∑§ÊÚ¬Ë, ◊Ífl, ⁄UËŸ◊ •ÊÒ⁄U ‚ø¸ ∑§⁄UŸ ∑§ Á‹∞ Á∑§ÿÊ
¡ÊÃÊ „Ò–

(f) „Êß¸‹Êß≈U ∑§‹⁄U •ÊÚå‡ÊŸ ‚ Á‚‹Ä≈U Á∑§∞ ª∞ ≈UÄS≈U ∑§ ¬Ë¿U ∑§Ê ∑§‹⁄U ’Œ‹ÃÊ „Ò–

3. Define the following : 1x4=4

(a) Software

(b) Central Processing Unit (CPU)

(c) Object Program

(d) Smart Art Graphics

ÁŸêŸ ∑§Ë ¬Á⁄÷Ê·Ê Á‹Áπ∞ —

(a) ‚ÊÚç≈Uflÿ⁄U

(b) ‚¥≈˛U‹ ¬˝Ê‚Á‚¥ª ÿÍÁŸ≈U (‚Ë ¬Ë ÿÍ)

(c) •ÊÚé¡Ä≈U ¬˝Êª˝Ê◊

(d) S◊Ê≈¸U •Ê≈¸U ª˝ÊÁ$»§Ä‚
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4. Write short notes on the following : 2x4=8

(a) High level language

(b) Font style

(c) Page orientation

(d) Replacing Text

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

(a) „Êß¸ ‹fl‹ ‹Ò¥Çfl¡

(b) »§Ê°≈U S≈UÊß‹

(c) ¬¡ •ÊÁ⁄U∞¥≈U‡ÊŸ

(d) ≈UÄS≈U ∑§Ê Á⁄Uå‹‚ ∑§⁄UŸÊ

5. Differentiate between the following : 2x2=4

(a) Worksheet and Workbook

(b) Sentence Case and Title Case

ÁŸêŸ ∑§ ’Ëø •¥Ã⁄U S¬c≈U ∑§ËÁ¡∞ —

(a) fl∑¸§‡ÊË≈U •ÊÒ⁄U fl∑¸§’È∑§

(b) ‚¥≈¥U‚ ∑§‚ •ÊÒ⁄U ≈UÊß≈U‹ ∑§‚

6. Answer the following questions : 2x5=10

(a) Write the steps to open Windows Explorer.

(b) Write the steps to find the sum of values placed in the cells A1 to F1 using Autosum
feature.

(c) What is meant by the term Data Source with reference to Mailmerge ?

(d) Write the steps to insert multiple rows in a worksheet.

(e) Write the steps to print a range of pages selected from a file.

ÁŸêŸ ¬˝‡ŸÊ¥ ∑§Ê ©ûÊ⁄U ŒËÁ¡∞ —

(a) Áfl¥«UÊ$¡ ∞Ä‚å‹Ê⁄U⁄U πÊ‹Ÿ ∑§ S≈Uå‚ Á‹Áπ∞–

(b) •ÊÚ≈UÊ‚◊ »§Ëø⁄U ∑§Ê ¬˝ÿÊª ∑§⁄UÃ „È∞ ‚Ò‹ A1 ‚ F1 ∑§ ’Ëø Á‹πË ªß¸ flÒÀÿÍ ∑§Ê ‚◊ ∑§⁄UŸ ∑§ S≈å‚
Á‹Áπ∞ –

(c) ◊‹ ◊¡¸ ∑§ ‚¥Œ÷¸ ◊¥ «UÊ≈UÊ ‚Ê‚¸ ∑§„Ÿ ‚ •Ê¬ ÄÿÊ ‚◊¤ÊÃ „Ò¥? fláÊ¸Ÿ ∑§ËÁ¡∞–

(d) ∞∑§ fl∑¸§‡ÊË≈U ◊¥ ∑§ß¸ ‹ÊßŸ¥ (rows) ßã‚≈¸U ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

(e) ∞∑§ »§Êß‹ ‚ Á‚‹Ä≈U Á∑§∞ ª∞ ¬¡Ê¥ ∑§Ë ⁄¥U¡ Á¬˝¥≈U ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–
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7. Answer the following : 2x2=4

(a) In a word document, which key combinations will you press to do the following
editing or formatting actions :

(i) To Print a text

(ii) To Save a file

(iii) To Undo an action

(iv) To go to the end of document

(b) Write the steps to move a line of text from one point to another.

ÁŸêŸ ∑§Ê ©ûÊ⁄U ŒËÁ¡∞ —

(a) ∞∑§ fl«¸U «UÊÚÄÿÍ◊¥≈U ◊¥ ÁŸêŸ ∞Á«UÁ≈¥Uª ÿÊ »§ÊÚ◊¸Á≈¥Uª ∑§ÊÿÊZ ∑§Ê ∑§⁄UŸ ∑§ Á‹∞ •Ê¬ Á∑§Ÿ ∑§Ë ∑§ÊÚÁê’Ÿ‡Êã‚
∑§Ê ¬˝‚ ∑§⁄¥Uª?

(i) ≈ÒUÄS≈U ∑§Ê Á¬˝¥≈U ∑§⁄UŸ ∑§ Á‹∞

(ii) »§Êß‹ ∑§Ê ‚fl ∑§⁄UŸ ∑§ Á‹∞

(iii) Á∑§‚Ë ∞Ä‡ÊŸ ∑§Ê •ã«ÍU ∑§⁄UŸ ∑§ Á‹∞

(iv) «UÊÚÄÿÍ◊¥≈U ∑§ •¥Ã ◊¥ ¡ÊŸ ∑§ Á‹∞

(b) ≈UÄS≈U ∑§Ë ∞∑§ ‹ÊßŸ ∑§Ê ∞∑§ ¬ÊÚß¥≈U ‚ ŒÍ‚⁄U ¬ÊÚß¥≈U Ã∑§ ‹ ¡ÊŸ (◊Ífl ∑§⁄UÊŸ) ∑§ S≈Uå‚ Á‹Áπ∞–
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8. Answer the following : 2x2=4

(a) A popular food chain conducted a survey near an office hub to find out the
consumption of different food items.  The result is shown in the table below.
Write the steps to plot a Pie Chart to show which item sells the most.

Name of food Item Sales percentage

Sandwiches 40%

Burgers 15%

Patties 15%

Soups and Salads 21%

Pizzas 9%

(b) Following table shows marks of 5 students of class IX in 3 subjects.  Based on this
data, calculate the following by writing a formula.

A B C D

Name Social Studies Sanskrit English

1 Akash 79 91 89

2 Avinash 75 95 81

3 Rohit 69 80 70

4 Mudit 82 90 71

5 Yug 80 75 85

(i) Total marks of Rohit and Mudit in Sanskrit.

(ii) Total marks of Avinash in 3 subjects.

(iii) Total marks of all 5 students in English.

(iv) Total marks of Yug in Social Studies and English.
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ÁŸêŸ ∑§Ê ©ûÊ⁄U ŒËÁ¡∞ —

(a) ∞∑§ •ÊÚÁ»§‚ „’ ∑§ ¬Ê‚ Á∑§‚Ë ŸÊ◊Ë »Í§«UøŸ mÊ⁄UÊ ∑§⁄UÊ∞ ª∞ ‚fl¸ ◊¥ ÁflÁ÷ãŸ »Í§«U •Êß≈U◊Ê¥ ∑§Ë π¬Ã
Á∑§ÃŸË „Ò ÿ„ ¬ÊÿÊ ªÿÊ–  •ÊÒ⁄U ¬Á⁄UáÊÊ◊ ÁŸêŸ ≈U’‹ ◊¥ ÁŒπÊ∞ ª∞ „Ò¥–  ∞∑§ ¬Êß¸ øÊ≈¸U å‹ÊÚ≈U ∑§⁄UŸ ∑§
S≈Uå‚ Á‹Áπ∞ ÃÊÁ∑§ ÿ„ ¬ÃÊ ‹ª ‚∑§ Á∑§ ∑§ÊÒŸ ‚Ê •Êß≈U◊ ‚’‚ íÿÊŒÊ Á’∑§ÃÊ „Ò–

»Í§«U •Êß≈U◊ ∑§Ê ŸÊ◊ ‚À‚ ¬Á̋Ã‡ÊÃ

‚Ò¥«Áflø 40%

’ª̧⁄U 15%

¬ÒÁ≈U$¡ 15%

‚‹ÊŒU •ÊÒ⁄U ‚Í¬ 21%

Á¬í$¡Ê 9%

(b) ÁŸêŸ ≈U’‹ ◊¥ ∑§ˇÊÊ 9 ∑§ 5 ¿UÊòÊÊ¥ ∑§ 3 Áfl·ÿÊ¥ ∑§ •¥∑§ ÁŒ∞ ª∞ „Ò¥–  ßŸ •Ê°∑§«∏Ê¥ ∑§ •ÊœÊ⁄U ¬⁄U ÁŸêŸ
¬Á⁄UáÊÊ◊Ê¥ ∑§Ê ¡ÊŸŸ ∑§ Á‹∞ »§ÊÚ◊Í¸‹Ê Á‹π¥–

A B C D

ŸÊ◊ ‚Ê‡Ê‹ S≈U«UË$¡ ‚¥S∑Î§Ã ß¥ÁÇ‹‡Ê

1 •Ê∑§Ê‡Ê 79 91 89

2 •ÁflŸÊ‡Ê 75 95 81

3 ⁄UÊÁ„Ã 69 80 70

4 ◊ÈÁŒÃ 82 90 71

5 ÿÈª 80 75 85

(i) ⁄UÊÁ„Ã •ÊÒ⁄U ◊ÈÁŒÃ ∑§ ‚¥S∑Î§Ã ◊¥ ∑È§‹ •¥∑§

(ii) •ÁflŸÊ‡Ê ∑§ ÃËŸÊ¥ Áfl·ÿÊ¥ ∑§ ∑È§‹ •¥∑§

(iii) ‚÷Ë ¬Ê°øÊ¥ ¿UÊòÊÊ¥ ∑§ ß¥ÁÇ‹‡Ê ∑§ ∑È§‹ •¥∑§

(iv) ÿÈª ∑§ ‚Ê‡Ê‹ S≈U«UË$¡ •ÊÒ⁄U ß¥ÁÇ‹‡Ê ∑§ ∑È§‹ •¥∑§
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