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This Question Paper consists of 6 questions and 5 printed pages.
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‚Ê◊Êãÿ •ŸÈŒ‡Ê —

1. ¬⁄UËˇÊÊÕË¸ ¬˝‡Ÿ¬òÊ ∑§ §¬„‹ ¬Îc∆U ¬⁄U •¬ŸÊ •ŸÈ∑˝§◊Ê¥∑§ •fl‡ÿU Á‹π¥–
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¡ÊÿªÊ–
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DATA ENTRY OPERATIONS (Theory)

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚ (Á‚hÊ¥Ã)
(336)

Time :  2 Hours ] [ Maximum Marks : 40

‚◊ÿ —  2 ÉÊá≈U ] [ ¬ÍáÊÊZ∑§ — 40

Note : All questions are compulsory and carry marks as indicated against each question.

ÁŸŒ¸‡Ê — ‚÷Ë ¬˝‡Ÿ •ÁŸflÊÿ¸ „Ò¥ •ÊÒ⁄U ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ •¥∑§ ©‚∑§ ‚Ê◊Ÿ ÁŒ∞ ªÿ „Ò¥–

1. Fill in the blanks of the following :

ÁŸêŸÁ‹ÁπÃ ◊¥ Á⁄UÄÃ SÕÊŸÊ¥ ∑§Ë ¬ÍÁÃ¸ ∑§⁄¥U —

(a) __________ language is understood directly by the computer.

__________ ÷Ê·Ê ∑§êåÿÍ≈U⁄U mÊ⁄UÊ ‚Ëœ ‚◊¤ÊË ¡ÊÃË „Ò–

(b) Windows, UNIX are example of __________.

Áfl¥«UÊ$¡, ÿÍÁŸÄ‚ __________ ∑§ ©ŒÊ„⁄UáÊ „Ò¥–

(c) __________ is a single media file which includes sound, animation, art or movie.

__________ ∞∑§ Á‚¥ª‹ ◊ËÁ«UÿÊ »§Êß‹ „Ò Á¡‚◊¥ ‚Ê©¥«U, ∞ŸË◊‡ÊŸ, •Ê≈¸U ÿÊ ◊ÍflË ‡ÊÊÁ◊‹ „ÊÃ „Ò¥–

(d) An example of input device is __________ which takes voice as input.

__________ ßŸ¬È≈U Á«UflÊß‚ ∑§Ê ∞∑§ ©ŒÊ„⁄UáÊ „Ò ¡Ê •ÊflÊ¡ ∑§Ê ßŸ¬È≈U ∑§Ë Ã⁄U„ ‹ÃÊ „Ò–

(e) __________ function returns the arithmetic mean of the given numbers or arguments.

__________ »¥§Ä‡ÊŸ ÁŒ∞ ª∞ Ÿ¥’⁄UÊ¥ ÿÊ •ÊÇÿÍ¸◊¥≈U ∑§Ê ∞Á⁄UÕ◊ÒÁ≈U∑§ ◊ËŸ flÊ¬‚ ∑§⁄UÃÊ „Ò–

(f) A __________ is an Excel file which can hold many worksheets.

__________ ∞∑§ ∞Ä‚‹ »§Êß‹ „Ò Á¡‚◊¥ ∑§ß¸ fl∑¸§‡ÊË≈U ⁄UπË ¡Ê ‚∑§ÃË „Ò–

(g) Assembly language uses symbolic codes called __________.

∞‚ê’‹Ë ‹Ò¥Çfl¡ Á‚¥’ÊÚÁ‹∑§ ∑§Ê«U ∑§Ê ¬˝ÿÊª ∑§⁄UÃË „Ò Á¡ã„¥ __________ ∑§„Ã „Ò¥–

(h) Internet connectivity is possible using __________ protocol.

__________ ¬˝Ê≈UÊ∑§ÊÚ‹ ∑§Ê ¬˝ÿÊª ∑§⁄U∑§ „Ë ß¥≈U⁄UŸ≈U ∑§ŸÁÄ≈UÁfl≈UË ‚¥÷fl „ÊÃË „Ò–

(i) Press CTRL+ __________ to move the cursor to the end of the document.

∑§‚¸⁄U ∑§Ê «UÊÚÄÿÍ◊¥≈U ∑§ •¥Ã ◊¥ ‹ ¡ÊŸ ∑§ Á‹∞ CTRL+ __________ Œ’ÊŸÊ øÊÁ„∞–

(j) If you want to add a new text box to the slide, select insert → __________ command
from the menu bar.

S‹Êß«U ◊¥ ∞∑§ ŸÿÊ ≈UÄS≈U ’ÊÚÄ‚ ∞«U ∑§⁄UŸ ∑§ Á‹∞ •Ê¬ ◊ãÿÍ ’Ê⁄U ‚ Insert → __________ ∑§◊Ê¥«U øÈŸ¥ª–

½x10=5
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2. State True or False :

‚„Ë ÿÊ ª‹Ã Á‹Áπ∞ —

(a) Standard QWERTY keyboard has generally 104 keys.

S≈Ò¥U«U«¸U Äfl≈UË¸ ∑§Ë’Ê«¸U ◊¥ •Ê◊ÃÊÒ⁄U ¬⁄U 104 ∑§Ë$¡ „ÊÃË „Ò¥–

(b) Word table can never be used as a data source for mail merge.

◊‹ ◊¡¸ ∑§ Á‹∞ «UÊ≈UÊ ‚Ê‚¸ ∑§ M§¬ ◊¥ fl«¸U ≈U’‹ ∑§Ê ¬˝ÿÊª ∑§÷Ë ÷Ë Ÿ„Ë¥ Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

(c) Control unit of computer is used to store data and instructions.

∑§êåÿÍ≈U⁄U ∑§Ë ∑¥§≈˛UÊ‹ ÿÍÁŸ≈U «UÊ≈UÊ ∞fl¥ ÁŸŒ¸‡ÊÊ¥ ∑§Ê S≈UÊ⁄U ∑§⁄UŸ ∑§Ê ∑§Êÿ¸ ∑§⁄UÃË „Ò–

(d) Compiler is a software program which compares the data.

∑§ê¬Êß‹⁄U ∞∑§ ‚ÊÚç≈Uflÿ⁄U ¬˝Êª˝Ê◊ „Ò ¡Ê «UÊ≈UÊ ∑§Ê ∑§ê¬ÿ⁄U ∑§⁄UÃÊ „Ò–

(e) ISP stands for Internet Service Provider.

ISP ∑§Ê ¬ÍáÊ¸ SflM§¬ „Ò ß¥≈U⁄UŸ≈U ‚Áfl¸‚ ¬˝ÊflÊß«U⁄U–

(f) Top, Bottom, Left and Right are four types of margins which can be set for a page.

≈UÊÚ¬, ’ÊÚ≈U◊, ‹ç≈U, ⁄UÊß≈U ÿ øÊ⁄U ¬˝∑§Ê⁄U ∑§Ë ◊ÊÁ¡¸Ÿ „Ò Á¡ã„¥ ∞∑§ ¬¡ ¬⁄U ‚Ò≈U Á∑§ÿÊ ¡ÊÃÊ „Ò–

(g) An IP Address is nothing but a number written in a particular format having four
parts and each part can vary from 1 to 255.

IP ∞«˛U‚ ∞∑§ ‚¥ÅÿÊ „ÊÃË „Ò ¡Ê ∞∑§ ÁŸÁ‡øÃ »§ÊÚ◊¸≈U ◊¥ Á‹πË ¡ÊÃË „Ò Á¡‚∑§ øÊ⁄U ÷Êª „ÊÃ „Ò¥  •ÊÒ⁄U ¬˝àÿ∑§ ÷Êª
1 ‚ 255 ∑§ ’Ëø ∑§Êß¸ ÷Ë ‚¥ÅÿÊ „Ê ‚∑§ÃÊ „Ò–

(h) Customized packages are developed to meet the specific requirement of an organization
or an institute.

∑§S≈U◊Êßï«U ¬Ò∑§¡ ∑§Ê Á∑§‚Ë ∞∑§ ‚¥SÕÊ ÿÊ ‚¥SÕÊŸ ∑§Ë ÁŸÁ‡øÃ •Êfl‡ÿ∑§ÃÊ•Ê¥ ∑§Ë ¬ÍÁÃ¸ ∑§⁄UŸ ∑§ Á‹∞
Áfl∑§Á‚Ã Á∑§ÿÊ ¡ÊÃÊ „Ò–

(i) Tab stops are set at 2.5 inch intervals from the left margin.

≈ÒU’ S≈UÊÚ¬ ∑§Ê ’Êß¸ ◊ÊÁ¡¸Ÿ ‚ 2.5 ß¥ø ∑§ •¥Ã⁄UÊ‹ ¬⁄U ‚Ò≈U Á∑§ÿÊ ¡ÊÃÊ „Ò–

(j) In the CC : field you can enter the email address of those whom you would like to send
a Blind Carbon Copy of your message.

CC : »§ËÀ«U ◊¥ •Ê¬ ©Ÿ ‹ÊªÊ¥ ∑§Ê ß¸◊‹ ∞«˛U‚ ∞¥≈U⁄U ∑§⁄UÃ „Ò¥ Á¡ã„¥ •Ê¬ •¬Ÿ ◊Ò‚¡ ∑§Ë é‹Êß¥«U ∑§Ê’¸Ÿ ∑§ÊÚ¬Ë
÷¡ŸÊ øÊ„Ã „Ò¥–

½x10=5
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3. Define the following terms (any two) :

ÁŸêŸÁ‹ÁπÃ ‡ÊéŒÊ¥ ∑§Ê ¬Á⁄U÷ÊÁ·Ã ∑§⁄¥U (∑§Êß¸ ŒÊ) —

(a) Domain Name System (DNS)

«UÊ◊Ÿ Ÿ◊ Á‚S≈U◊ («UË∞Ÿ∞‚)

(b) Format Painter

»§ÊÚ◊¸≈U ¬¥≈U⁄U

(c) Speaker

S¬Ë∑§⁄U

4. Write short notes on the following :

ÁŸêŸÁ‹ÁπÃ ¬⁄U ‚¥ÁˇÊåÃ Á≈Uå¬áÊË Á‹π¥ —

(a) Compiler

∑§ê¬Êß‹⁄U

(b) Windows Explorer

Áfl¥«UÊ$¡ ∞Ä‚å‹Ê⁄U⁄U

(c) Webpage

fl’¬¡

(d) Slide show view

S‹Êß«U ‡ÊÊ √ÿÍ

(e) Insert rows in a worksheet

fl∑¸§‡ÊË≈U ◊¥ ⁄UÊ (‹ÊßŸ¥) ßã‚≈¸U ∑§⁄UŸÊ

5. Differentiate between the following : 2x5=10

ÁŸêŸÁ‹ÁπÃ ∑§ ’Ëø •¥Ã⁄U S¬c≈U ∑§⁄¥U —

(a) Average( ) function and MIN( ) function

Average( ) »¥§Ä‡ÊŸ ∞fl¥ MIN( ) »¥§Ä‡ÊŸ

(b) Title slide layout and Title only layout

≈UÊß≈U‹ S‹Êß«U ‹•Ê©≈ ∞fl¥ ≈UÊß≈U‹ •Êã‹Ë ‹•Ê©≈U

(c) Line spacing and Paragraph spacing

‹ÊßŸ S¬Á‚¥ª ∞fl¥ ¬Ò⁄UÊª˝Ê$»§ S¬Á‚¥ª

(d) Web Server and Web Browser

fl’ ‚fl¸⁄U ∞fl¥ fl’ ’˝Ê©$¡⁄U

(e) Inkjet Printer and Dot Matrix Printer

ß¥∑§¡≈U Á¬˝¥≈U⁄U ∞fl¥ «UÊÚ≈ ◊ÒÁ≈˛UÄ‚ Á¬˝¥≈U⁄U

1x2=2

2x5=10
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6. Answer the following :

ÁŸêŸÁ‹ÁπÃ ∑§ ©ûÊ⁄U ŒËÁ¡∞ —
(a) What is mail merge ? Name three types of documents created while doing mail merge.

Explain any two.

◊‹ ◊¡¸ ÄÿÊ „Ò?  ◊‹ ◊¡¸ ∑§⁄UÃ ‚◊ÿ ∑§ÊÒŸ ‚ ÃËŸ Ã⁄U„ ∑§ «UÊÚÄÿÍ◊¥≈U ’ŸÊ∞ ¡ÊÃ „Ò¥, ©Ÿ∑§ ŸÊ◊ Á‹π¥–  Á∑§ã„Ë¥
ŒÊ ∑§Ê fláÊ¸Ÿ ∑§⁄¥U–

(b) Based on the following data given in the table, find the value of the given expressions.

ŸËø ≈U’‹ ◊¥ ÁŒ∞ ª∞ «UÊ≈UÊ ∑§ •ÊœÊ⁄U ¬⁄U ÁŒ∞ ª∞ ∞Ä‚¬˝‡ÊŸ ∑§Ê ◊ÊŸ ÁŸ∑§Ê‹¥–

A B C D E

1 25 29 30 10

2 42 59 21 22

3 11 19 22 21

4 71 15 10 9

(i) E1=((C1/D1)*A1)−B1

(ii) E2=((A2−D2)+1−C2)+B2

(iii) E3=(B3+D3−7)/(C3+A3)

(iv) E4=(((A4−1)/C4)*D4)+B4

- o O o -

8

1+1+2

1x4=4
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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. § ©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–

4. ∞‚ ¬˝‡Ÿ ¡Ò‚ Á◊‹ÊŸ ∑§⁄UŸÊ, ‚„Ë •ÕflÊ ª‹Ã, Á⁄UÄÃ SÕÊŸ ÷⁄UÊ •ÊÁŒ ∑§ ©ûÊ⁄U, ©ûÊ⁄U-¬ÈÁSÃ∑§Ê ◊¥ Á‹π¥–

5. •¬ŸË ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ¬⁄U ¬˝‡Ÿ¬òÊ ∑§Ë ∑§Ê«U ‚¥ÅÿÊ 62/OSS/2-B Á‹π¥–

Set/‚≈U B
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DATA ENTRY OPERATIONS (Theory)

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚ (Á‚hÊ¥Ã)
(336)

Time :  2 Hours ] [ Maximum Marks : 40

‚◊ÿ —  2 ÉÊá≈U ] [ ¬ÍáÊÊZ∑§ — 40

Note : All questions are compulsory and carry marks as indicated against each question.

ÁŸŒ¸‡Ê — ‚÷Ë ¬˝‡Ÿ •ÁŸflÊÿ¸ „Ò¥ •ÊÒ⁄U ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ •¥∑§ ©‚∑§ ‚Ê◊Ÿ ÁŒ∞ ªÿ „Ò¥–

1. Fill in the blanks of the following : ½x10=5

ÁŸêŸÁ‹ÁπÃ ◊¥ Á⁄UÄÃ SÕÊŸÊ¥ ∑§Ë ¬ÍÁÃ¸ ∑§⁄¥U —

(a) __________ Scanner is an example of input device.

__________ S∑Ò§Ÿ⁄U ßŸ¬È≈U Á«UflÊß‚ ∑§Ê ∞∑§ ©ŒÊ„⁄UáÊ „Ò–

(b) Antivirus is a__________ software.

∞¥≈UËflÊÿ⁄U‚ ∞∑§ __________ ‚ÊÚç≈Uflÿ⁄U „Ò–

(c) __________ Table is an important feature of spreadsheet program which helps in data
analysis.

__________ ≈’‹ S¬˝Ò«U‡ÊË≈U ¬˝Êª˝Ê◊ ∑§Ê ∞∑§ ◊„ûfl¬ÍáÊ¸ $»§Ëø⁄U „Ò ¡Ê «UÊ≈UÊ Áfl‡‹·áÊ ◊¥ ◊ŒŒ ∑§⁄UÃÊ „Ò–

(d) CRT and LCD are types of __________.

CRT •ÊÒ⁄U LCD __________ ∑§ ¬˝∑§Ê⁄U „Ò¥–

(e) __________ function returns the arithmetic mean of the given numbers or arguments.

__________ »¥§Ä‡ÊŸ ÁŒ∞ ª∞ Ÿ¥’⁄UÊ¥ ÿÊ •ÊÇÿÍ¸◊¥≈U ∑§Ê ∞Á⁄UÕ◊ÒÁ≈U∑§ ◊ËŸ flÊ¬‚ ∑§⁄UÃÊ „Ò–

(f) __________ is a grid of rows and columns.

__________ ⁄UÊ (‹ÊßŸÊ¥) •ÊÒ⁄U ∑§ÊÚ‹◊ (SÃê÷Ê¥) ∑§Ê ∞∑§ Áª˝«U (¡Ê‹) „ÊÃÊ „Ò–

(g) If you want to add a new text box to the slide, select insert → __________ command
from the menu bar.

S‹Êß«U ◊¥ ∞∑§ ŸÿÊ ≈UÄS≈U ’ÊÚÄ‚ ∞«U ∑§⁄UŸ ∑§ Á‹∞ •Ê¬ ◊ãÿÍ ’Ê⁄U ‚ Insert → __________ ∑§◊Ê¥«U øÈŸ¥ª–

(h) Every page on the web has a unique address called __________.

fl’ ∑§ ¬˝àÿ∑§ ¬¡ ∑§Ê ∞∑§ •‹ª ∞«˛U‚ „ÊÃÊ „Ò Á¡‚ __________ ∑§„Ã „Ò–

(i) Assembly language uses symbolic codes called __________.

∞‚ê’‹Ë ‹Ò¥Çfl¡ Á‚¥’ÊÚÁ‹∑§ ∑§Ê«U ∑§Ê ¬˝ÿÊª ∑§⁄UÃË „Ò Á¡ã„¥ __________ ∑§„Ã „Ò¥–

(j) Press CTRL+ __________ to move the cursor to the end of the document.

∑§‚¸⁄U ∑§Ê «UÊÚÄÿÍ◊¥≈U ∑§ •¥Ã ◊¥ ‹ ¡ÊŸ ∑§ Á‹∞ CTRL+ __________ Œ’ÊŸÊ øÊÁ„∞–
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2. State True or False : ½x10=5

‚„Ë ÿÊ ª‹Ã ’ÃÊß∞ —

(a) Word table can never be used as a data source for mail merge.

◊‹ ◊¡¸ ∑§ Á‹∞ «UÊ≈UÊ ‚Ê‚¸ ∑§ M§¬ ◊¥ fl«¸U ≈U’‹ ∑§Ê ¬˝ÿÊª ∑§÷Ë ÷Ë Ÿ„Ë¥ Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

(b) Standard QWERTY keyboard has generally 104 keys.

S≈Ò¥U«U«¸U Äfl≈UË¸ ∑§Ë’Ê«¸U ◊¥ •Ê◊ÃÊÒ⁄U ¬⁄U 104 ∑§Ë$¡ „ÊÃË „Ò¥–

(c) Compiler is a software program which compares the data.

∑§ê¬Êß‹⁄U ∞∑§ ‚ÊÚç≈Uflÿ⁄U ¬˝Êª˝Ê◊ „Ò ¡Ê «UÊ≈UÊ ∑§Ê ∑§ê¬ÿ⁄U ∑§⁄UÃÊ „Ò–

(d) Control unit of computer is used to store data and instructions.

∑§êåÿÍ≈U⁄U ∑§Ë ∑¥§≈˛UÊ‹ ÿÍÁŸ≈U «UÊ≈UÊ ∞fl¥ ÁŸŒ¸‡ÊÊ¥ ∑§Ê S≈UÊ⁄U ∑§⁄UŸ ∑§Ê ∑§Êÿ¸ ∑§⁄UÃË „Ò–

(e) Geographic domains represents the country to which the domain belongs to.

íÿÊª˝ÊÁ$»§∑§ «UÊ◊Ÿ ©‚ Œ‡Ê ∑§Ê Œ‡ÊÊ¸ÃÊ „Ò Á¡‚∑§ •¥Ãª¸Ã «UÊ◊Ÿ •ÊÃÊ „Ò–

(f) Top, Bottom, Left and Right are four types of margins which can be set for a page.

≈UÊÚ¬, ’ÊÚ≈U◊, ‹ç≈U, ⁄UÊß≈U ÿ øÊ⁄U ¬˝∑§Ê⁄U ∑§Ë ◊ÊÁ¡¸Ÿ „Ò Á¡ã„¥ ∞∑§ ¬¡ ¬⁄U ‚Ò≈U Á∑§ÿÊ ¡ÊÃÊ „Ò–

(g) SMTP stands for Simple Mail Transfer Protocol

SMTP ∑§Ê ¬ÍáÊ¸ SflM§¬ „Ò Á‚¥¬‹ ◊‹ ≈˛UÊ¥‚»§⁄U ¬˝Ê≈Ê∑§ÊÚ‹

(h) Tab stops are set at 2.5 inch intervals from the left margin.

≈ÒU’ S≈UÊÚ¬ ∑§Ê ’Êß¸ ◊ÊÁ¡¸Ÿ ‚ 2.5 ß¥ø ∑§ •¥Ã⁄UÊ‹ ¬⁄U ‚Ò≈U Á∑§ÿÊ ¡ÊÃÊ „Ò–

(i) In the CC : field you can enter the email address of those whom you would like to send
a Blind Carbon Copy of your message.

CC : »§ËÀ«U ◊¥ •Ê¬ ©Ÿ ‹ÊªÊ¥ ∑§Ê ß¸◊‹ ∞«˛U‚ ∞¥≈U⁄U ∑§⁄UÃ „Ò¥ Á¡ã„¥ •Ê¬ •¬Ÿ ◊Ò‚¡ ∑§Ë é‹Êß¥«U ∑§Ê’¸Ÿ ∑§ÊÚ¬Ë
÷¡ŸÊ øÊ„Ã „Ò¥–

(j) Customized packages are developed to meet the specific requirement of an organization
or an institute.

∑§S≈U◊Êßï«U ¬Ò∑§¡ ∑§Ê Á∑§‚Ë ∞∑§ ‚¥SÕÊ ÿÊ ‚¥SÕÊŸ ∑§Ë ÁŸÁ‡øÃ •Êfl‡ÿ∑§ÃÊ•Ê¥ ∑§Ë ¬ÍÁÃ¸ ∑§⁄UŸ ∑§ Á‹∞
Áfl∑§Á‚Ã Á∑§ÿÊ ¡ÊÃÊ „Ò–
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3. Define the following terms (any two) : 1x2=2

ÁŸêŸÁ‹ÁπÃ ‡ÊéŒÊ¥ ∑§Ê ¬Á⁄U÷ÊÁ·Ã ∑§⁄¥U (Á∑§ã„Ë¥ ŒÊ)—

(a) TCP/IP

TCP/IP (≈UË.‚Ë.¬Ë./•Êß¸.¬Ë.)

(b) Copying Text

≈UÄS≈U ∑§ÊÚ¬Ë ∑§⁄UŸÊ

(c) Speaker

S¬Ë∑§⁄U

4. Write short notes on the following : 2x5=10

ÁŸêŸÁ‹ÁπÃ ¬⁄U ‚¥ÁˇÊåÃ Á≈Uå¬áÊË Á‹π¥ —

(a) Windows Explorer

Áfl¥«UÊ$¡ ∞Ä‚å‹Ê⁄U⁄U

(b) Compiler

∑§ê¬Êß‹⁄U

(c) Slide show view

S‹Êß«U ‡ÊÊ √ÿÍ

(d) Webpage

fl’¬¡

(e) Cell References

‚Ò‹ ⁄U»§⁄¥U‚¡

5. Differentiate between the following : 2x5=10

ÁŸêŸ ∑§ ’Ëø •¥Ã⁄U S¬c≈U ∑§⁄¥U —

(a) SUM( ) function and SUMIF( ) function

SUM( ) »¥§Ä‡ÊŸ ∞fl¥ SUMIF( ) »¥§Ä‡ÊŸ

(b) Line spacing and Paragraph spacing

‹ÊßŸ S¬Á‚¥ª ∞fl¥ ¬Ò⁄UÊª˝Ê$»§ S¬Á‚¥ª

(c) Title slide layout and Title only layout

≈UÊß≈U‹ S‹Êß«U ‹•Ê©≈ ∞fl¥ ≈UÊß≈U‹ •Êã‹Ë ‹•Ê©≈U

(d) Inkjet Printer and Dot Matrix Printer

ß¥∑§¡≈U Á¬˝¥≈U⁄U ∞fl¥ «UÊÚ≈ ◊ÒÁ≈˛UÄ‚ Á¬˝¥≈U⁄U

(e) Web Server and Web Browser

fl’ ‚fl¸⁄U ∞fl¥ fl’ ’˝Ê©$¡⁄U



5  [ Contd...62/OSS/2-336-B ]

6. Answer the following : 8

ÁŸêŸÁ‹ÁπÃ ∑§Ê ©ûÊ⁄U ŒËÁ¡∞ —

(a) What is mail merge ? Name three types of documents created while doing mail merge.
Explain any two.

◊‹ ◊¡¸ ÄÿÊ „Ò?  ◊‹ ◊¡¸ ∑§⁄UÃ ‚◊ÿ ∑§ÊÒŸ ‚ ÃËŸ Ã⁄U„ ∑§ «UÊÚÄÿÍ◊¥≈U ’ŸÊ∞ ¡ÊÃ „Ò¥, ©Ÿ∑§ ŸÊ◊ Á‹π¥–  Á∑§ã„Ë¥
ŒÊ ∑§Ê fláÊ¸Ÿ ∑§⁄¥U–

(b) Based on the following data given in the table, find the value of the given expressions.

ŸËø ≈U’‹ ◊¥ ÁŒ∞ ª∞ «UÊ≈UÊ ∑§ •ÊœÊ⁄U ¬⁄U ÁŒ∞ ª∞ ∞Ä‚¬˝‡ÊŸ ∑§Ê ◊ÊŸ ÁŸ∑§Ê‹¥–

A B C D E

1 25 29 30 10

2 42 59 21 22

3 11 19 22 21

4 71 15 10 9

(i) E1=((C1/D1)*A1)−B1

(ii) E2=((A2−D2)+1−C2)+B2

(iii) E3=(B3+D3−7)/(C3+A3)

(iv) E4=(((A4−1)/C4)*D4)+B4

- o 0 o -

1+1+2

1x4=4
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This Question Paper consists of 6 questions and 5 printed pages.

ß‚ ¬˝‡Ÿ-¬òÊ ◊¥ 6 ¬˝‡Ÿ ÃÕÊ 5 ◊ÈÁŒ˝Ã ¬Îc∆UU „Ò –
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(336)
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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. § ©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–

4. ∞‚ ¬˝‡Ÿ ¡Ò‚ Á◊‹ÊŸ ∑§⁄UŸÊ, ‚„Ë •ÕflÊ ª‹Ã, Á⁄UÄÃ SÕÊŸ ÷⁄UÊ •ÊÁŒ ∑§ ©ûÊ⁄U, ©ûÊ⁄U-¬ÈÁSÃ∑§Ê ◊¥ Á‹π¥–

5. •¬ŸË ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ¬⁄U ¬˝‡Ÿ¬òÊ ∑§Ë ∑§Ê«U ‚¥ÅÿÊ 62/OSS/2-C Á‹π¥–

Set/‚≈U C
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DATA ENTRY OPERATIONS (Theory)

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚ (Á‚hÊ¥Ã)
(336)

Time :  2 Hours ] [ Maximum Marks : 40

‚◊ÿ —  2 ÉÊá≈U ] [ ¬ÍáÊÊZ∑§ — 40

Note : All questions are compulsory and carry marks as indicated against each question.

ÁŸŒ¸‡Ê — ‚÷Ë ¬˝‡Ÿ •ÁŸflÊÿ¸ „Ò¥ •ÊÒ⁄U ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ •¥∑§ ©‚∑§ ‚Ê◊Ÿ ÁŒ∞ ªÿ „Ò¥–

1. Fill in the blanks of the following : ½x10=5

ÁŸêŸÁ‹ÁπÃ ◊¥ Á⁄UÄÃ SÕÊŸÊ¥ ∑§Ë ¬ÍÁÃ¸ ∑§⁄U¥ —
(a) ALU and CU of a computer system is jointly known as __________.

∑§êåÿÍ≈U⁄U ÁSÊS≈U◊ ∑§ ALU •ÊÒ⁄U CU ∑§Ê ‚¥ÿÈÄÃ M§¬ ‚ __________∑§„Ê ¡ÊÃÊ „Ò–
(b) __________ devices are connected to the computer externally used to perform some

specific functions.

__________ Á«UflÊß‚¡ ∑§Ê ∑§êåÿÍ≈U⁄U Á‚S≈U◊ ∑§ ‚ÊÕ ’Ê„⁄U ‚ ¡Ê«∏Ê ¡ÊÃÊ „Ò ÃÊÁ∑§ fl ÁŸÁ‡øÃ Ãÿ ∑§Êÿ¸ ∑§⁄U
‚∑ –

(c) __________ allow you to represent data entered  into the worksheet in a visual format.

__________ •Ê¬∑§Ê fl∑¸§‡ÊË≈U ◊¥ ∞¥≈U⁄U Á∑§∞ ª∞ «UÊ≈UÊ ∑§Ê ŒÎ‡ÿ (visual) M§¬ ◊¥ Œ‡ÊÊ¸Ÿ ∑§Ë •ŸÈ◊ÁÃ ŒÃ „Ò¥–
(d) MS SQL and ORACLE are examples of __________ management system software.

MS SQL •ÊÒ⁄U ORACLE __________ ◊ÒŸ¡◊¥≈U Á‚S≈U◊ ‚ÊÚç≈Uflÿ⁄U ∑§ ©ŒÊ„⁄UáÊ „Ò¥–
(e) A __________ must begin with an equal to (=) sign.

∞∑§ __________ „◊‡ÊÊ ’⁄UÊ’⁄U (=) Áøã„ ∑§ ‚ÊÕ „Ë ‡ÊÈM§ „ÊŸÊ øÊÁ„∞–
(f) __________ feature helps to fill the cells with data which is in series or with the same

value of data.

__________ »§Ëø⁄U ‚ÒÀ‚ ∑§Ê ∞‚ «UÊ≈UÊ ‚ ÷⁄UŸ ◊¥ ◊ŒŒ ∑§⁄UÃÊ „Ò ¡Ê ÿÊ ÃÊ ‚Ë⁄UË¡ ◊¥ „Ê ÿÊ ∞∑§ ¡Ò‚ „Ê–
(g) __________ are the programs which are designed to bridge the gap between operating

system and the user needs.

__________ flÊ ¬˝Êª˝Ê◊ „Ò Á¡ã„¥ •ÊÚ¬⁄UÁ≈¥Uª Á‚S≈U◊ •ÊÒ⁄U ÿÍ¡⁄U ∑§Ë •Êfl‡ÿ∑§ÃÊ•Ê¥ ∑§Ë ’Ëø ∑§Ê •¥Ã⁄U ŒÍ⁄U ∑§⁄UŸ
∑§ Á‹∞ ’ŸÊÿÊ ªÿÊ „Ò–

(h) By default __________ page is named as index.htm.

«UË»§ÊÚÀ≈U mÊ⁄UÊ __________ ¬¡ ∑§Ê ŸÊ◊ index.htm ⁄UπÊ ªÿÊ „Ò–
(i) If you want to add a new text box to the slide, select insert → __________ command

from the menu bar.

S‹Êß«U ◊¥ ∞∑§ ŸÿÊ ≈UÄS≈U ’ÊÚÄ‚ ∞«U ∑§⁄UŸ ∑§ Á‹∞ •Ê¬ ◊ãÿÍ ’Ê⁄U ‚ Insert → __________ ∑§◊Ê¥«U øÈŸ¥ª–
(j) Press CTRL+ __________ to move the cursor to the end of the document.

∑§‚¸⁄U ∑§Ê «UÊÚÄÿÍ◊¥≈U ∑§ •¥Ã ◊¥ ‹ ¡ÊŸ ∑§ Á‹∞ CTRL+ __________ Œ’ÊŸÊ øÊÁ„∞–
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2. State True or False : ½x10=5

‚„Ë ÿÊ ª‹Ã Á‹Áπ∞ —

(a) Compiler is a software program which compares the data.

∑§ê¬Êß‹⁄U ∞∑§ ‚ÊÚç≈Uflÿ⁄U ¬˝Êª˝Ê◊ „Ò ¡Ê «UÊ≈UÊ ∑§Ê ∑§ê¬ÿ⁄U ∑§⁄UÃÊ „Ò–

(b) Control unit of computer is used to store data and instructions.

∑§êåÿÍ≈U⁄U ∑§Ë ∑¥§≈˛UÊ‹ ÿÍÁŸ≈U «UÊ≈UÊ ∞fl¥ ÁŸŒ¸‡ÊÊ¥ ∑§Ê S≈UÊ⁄U ∑§⁄UŸ ∑§Ê ∑§Êÿ¸ ∑§⁄UÃË „Ò–

(c) Word table can never be used as a data source for mail merge.

◊‹ ◊¡¸ ∑§ Á‹∞ «UÊ≈UÊ ‚Ê‚¸ ∑§ M§¬ ◊¥ fl«¸U ≈U’‹ ∑§Ê ¬˝ÿÊª ∑§÷Ë ÷Ë Ÿ„Ë¥ Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

(d) Standard QWERTY keyboard has generally 104 keys.

S≈Ò¥U«U«¸U Äfl≈UË¸ ∑§Ë’Ê«¸U ◊¥ •Ê◊ÃÊÒ⁄U ¬⁄U 104 ∑§Ë$¡ „ÊÃË „Ò¥–

(e) Customized packages are developed to meet the specific requirement of an organization
or an institute.

∑§S≈U◊Êßï«U ¬Ò∑§¡ ∑§Ê Á∑§‚Ë ∞∑§ ‚¥SÕÊ ÿÊ ‚¥SÕÊŸ ∑§Ë ÁŸÁ‡øÃ •Êfl‡ÿ∑§ÃÊ•Ê¥ ∑§Ë ¬ÍÁÃ¸ ∑§⁄UŸ ∑§ Á‹∞
Áfl∑§Á‚Ã Á∑§ÿÊ ¡ÊÃÊ „Ò–

(f) An IP Address is nothing but a number written in a particular format having four
parts and each part can vary from 1 to 255.

IP ∞«˛U‚ ∞∑§ ‚¥ÅÿÊ „ÊÃË „Ò ¡Ê ∞∑§ ÁŸÁ‡øÃ »§ÊÚ◊¸≈U ◊¥ Á‹πË ¡ÊÃË „Ò Á¡‚∑§ øÊ⁄U ÷Êª „ÊÃ „Ò¥  •ÊÒ⁄U ¬˝àÿ∑§ ÷Êª
1 ‚ 255 ∑§ ’Ëø ∑§Êß¸ ÷Ë ‚¥ÅÿÊ „Ê ‚∑§ÃÊ „Ò–

(g) ISP stands for Internet Service Provider.

ISP ∑§Ê ¬ÍáÊ¸ SflM§¬ „Ò ß¥≈U⁄UŸ≈U ‚Áfl¸‚ ¬˝ÊflÊß«U⁄U–

(h) Top, Bottom, Left and Right are four types of margins which can be set for a page.

≈UÊÚ¬, ’ÊÚ≈U◊, ‹ç≈U, ⁄UÊß≈U ÿ øÊ⁄U ¬˝∑§Ê⁄U ∑§Ë ◊ÊÁ¡¸Ÿ „Ò Á¡ã„¥ ∞∑§ ¬¡ ¬⁄U ‚Ò≈U Á∑§ÿÊ ¡ÊÃÊ „Ò–

(i) In the CC : field you can enter the email address of those whom you would like to send
a Blind Carbon Copy of your message.

CC : »§ËÀ«U ◊¥ •Ê¬ ©Ÿ ‹ÊªÊ¥ ∑§Ê ß¸◊‹ ∞«˛U‚ ∞¥≈U⁄U ∑§⁄UÃ „Ò¥ Á¡ã„¥ •Ê¬ •¬Ÿ ◊Ò‚¡ ∑§Ë é‹Êß¥«U ∑§Ê’¸Ÿ ∑§ÊÚ¬Ë
÷¡ŸÊ øÊ„Ã „Ò¥–

(j) Tab stops are set at 2.5 inch intervals from the left margin.

≈ÒU’ S≈UÊÚ¬ ∑§Ê ’Êß¸ ◊ÊÁ¡¸Ÿ ‚ 2.5 ß¥ø ∑§ •¥Ã⁄UÊ‹ ¬⁄U ‚Ò≈U Á∑§ÿÊ ¡ÊÃÊ „Ò–
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1x2=23. Define the following terms (Any two) : 1x2=2

ÁŸêŸÁ‹ÁπÃ ‡ÊéŒÊ¥ ∑§Ê ¬Á⁄U÷ÊÁ·Ã ∑§ËÁ¡∞ (Á∑§ã„Ë¥ ŒÊ) —

(a) URL

ÿÍ.•Ê⁄U.∞‹.

(b) Moving Text

≈UÄS≈U ◊Ífl ∑§⁄UŸÊ

(c) Speaker

S¬Ë∑§⁄U

4. Write short notes on the following : 2x5=10

ÁŸêŸÁ‹ÁπÃ ¬⁄U ‚¥ÁˇÊåÃ Á≈Uå¬áÊË Á‹π¥ —

(a) Windows Explorer

Áfl¥«UÊ$¡ ∞Ä‚å‹Ê⁄U⁄U

(b) Compiler

∑§ê¬Êß‹⁄U

(c) Insert rows in a worksheet

fl∑¸§‡ÊË≈U ◊¥ ⁄UÊ (‹ÊßŸ¥) ßã‚≈¸U ∑§⁄UŸÊ

(d) Steps to insert and delete a Text box in a slide.

S‹Êß«U ◊¥ ≈UÄS≈UU ’ÊÚÄ‚ ßŸSÊ≈¸U ∞fl¥ Á«U‹Ë≈U ∑§⁄UŸ ∑§ S≈Uå‚

(e) Webpage

fl’¬¡

5. Differentiate between the following : 2x5=10

ÁŸêŸ ∑§ ’Ëø •¥Ã⁄U S¬c≈U ∑§⁄¥U —

(a) Formula and Function

»§ÊÚ◊Í¸‹Ê ∞fl¥ »¥§Ä‡ÊŸ

(b) Line spacing and Paragraph spacing

‹ÊßŸ S¬Á‚¥ª ∞fl¥ ¬Ò⁄UÊª˝Ê$»§ S¬Á‚¥ª

(c) Title slide layout and Title only layout

≈UÊß≈U‹ S‹Êß«U ‹•Ê©≈ ∞fl¥ ≈UÊß≈U‹ •Êã‹Ë ‹•Ê©≈U

(d) Inkjet Printer and Dot Matrix Printer

ß¥∑§¡≈U Á¬˝¥≈U⁄U ∞fl¥ «UÊÚ≈ ◊ÒÁ≈˛UÄ‚ Á¬˝¥≈U⁄U

(e) Web Server and Web Browser

fl’ ‚fl¸⁄U ∞fl¥ fl’ ’˝Ê©$¡⁄U
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6. Answer the following : 8

ÁŸêŸ ∑§Ê ©ûÊ⁄U ŒËÁ¡∞ —

(a) What is mail merge ? Name three types of documents created while doing mail merge.
Explain any two.

◊‹ ◊¡¸ ÄÿÊ „Ò?  ◊‹ ◊¡¸ ∑§⁄UÃ ‚◊ÿ ∑§ÊÒŸ ‚ ÃËŸ Ã⁄U„ ∑§ «UÊÚÄÿÍ◊¥≈U ’ŸÊ∞ ¡ÊÃ „Ò¥, ©Ÿ∑§ ŸÊ◊ Á‹π¥–  Á∑§ã„Ë¥
ŒÊ ∑§Ê fláÊ¸Ÿ ∑§⁄¥U–

(b) Based on the following data given in the table, find the value of the given expressions.

ŸËø ≈U’‹ ◊¥ ÁŒ∞ ª∞ «UÊ≈UÊ ∑§ •ÊœÊ⁄U ¬⁄U ÁŒ∞ ª∞ ∞Ä‚¬˝‡ÊŸ ∑§Ê ◊ÊŸ ÁŸ∑§Ê‹¥–

A B C D E

1 25 29 30 10

2 42 59 21 22

3 11 19 22 21

4 71 15 10 9

(i) E1=((C1/D1)*A1)−B1

(ii) E2=((A2−D2)+1−C2)+B2

(iii) E3=(B3+D3−7)/(C3+A3)

(iv) E4=(((A4−1)/C4)*D4)+B4

- o 0 o -

1+1+2

1x4=4




