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e ¢ wl w9 oA ¥ SR Y@ W9 % of WA U u )

1  Fill in the blanks : 1x10=5
fr=t # frem e & gfd @i
(a) The process of input, output, processing and storage is performed under
the supervision of unit of computer.
YL, HMM32Ye, AT 3T 2R &1 uihan H7geT & THS Dl TEE
H &l SR g

(b) The set of programs in ROM which are activated when a computer is

switched on and which activate different units of a computer are called

T o T T W S HPGET e B 9 Gihg B B AT S g @ i
gogdl @ GipT B S, @HEART E |

(¢} In Windows Explorer, a new folder is displayed with the default name

e Ty ¥ Us T Bies] Lhiee ™ & Y YSRIT o1 T |
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(d) Deleted files or tolders are stored in the Recyclebin till they are

removed from there.
fedie @ TS B a1 Biest Juasad o 99 9% SUed Bd € 59 d% %
ER S =T TE T S ® )

(e} The facility in a word processor allows to print out multiple

pages on a single sheet of paper.

TE I TEET o gloren & A T e ) FE gt w T B
N FTAR TH T |
() The feature is spreadsheet helps to add the contents of a cluster

of adjacent cells.

s o graen e o % @ # fva agg i SisT | @
HEE |
{g) The tab in format cells dialog box helps to select the data type

of the cell is MS Excel.

T UF Uee o 96 % 327 29 1 99 &Y H HUe AT B SEW §iag o
feera 39 HEE BT ® |

(h) Slides can be ecasily ordered and sorted using view.

o B YA HLH WES Bl EMI § ARy AT HHEg fbar o
ol & |

(i) The internet connection offers internet connectivity through the

use of digital phone lines instead of Analog.

FEE HHE U & GOy {SRTes A WiEAl % AN & Ay
Y FTHE HAERE! YEH Sl & |

() is a computer that stores web pages. it also accepts and serves

user’s requests.

T HPYLT & 1 99 Ul @l WX HIAT & ST TG & T Pl &b gy
W WL FET & AT IqH I B & |
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2 State True or False : %XIO =5

& A1 g ey

{a) The Arithmatic Logic Unit (ALU) of a computer system is known as

Central Processing Unit (CPU).

FRY ey & uRgdls diie gie (T uw g) & Sz wekin gie
(@ 9 g) e A |

(b) An Optical Character Recognition (OCR) device is used to convert the

scanned image of a page into text that can be edited on the computer.

Hiftew gt Rapr=iem (s 91 oY) feasg &1 gar el O &1 @6 & T
39S B THE H 9g % AU fear Sn € ey 9 ufse fear S weh |

{c) When a program is run, an icon representing the programme appears on

the taskbar.

T g T AT WAl Q7 SRR U WY @ WNTRE w9 ATgehe
frad 3 ¥ |

(d) My Documents option in the start menu displays a list of recently used

documents by the current user.

W A # A elegred famed A geY 510 T & WEnT 6y Y steghe
% g @ T

(¢) Hanging Indent, indents all lines of a paragraph except the first line.
R €22, TEdl @R B BISHT UKWG B Arbr W WAl B 33 BT £
(f) In MS Excel, data can be sorted by colour and upto 5 levels.

TH UF TaHd H 327 B 01 % SIHR U 90T 5 79w de 912 [har o 9T £ |
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(g) Commal0] sets the number format to comma style that rounds to a whole

number i.e. without any decimal place.

HET [0], 9 & BHZ B HET LEA § 2 0 T A A R somee
& g7 T BT |

(h) Section Header Option in slide layout is usetul for making a major section
within the presentation.

WEE o e # daeH 32T faeu UuiRem & Ao e R N & fag
IER ¥

(i) In ISDN, user cannot make and receive telephone calls while connected

to the Internet.

IR TA LA, ¥ e 3T § a2 T $ A AN ®i| Aol BT aendl
T ofit 1 ¥ Tpel @ @@ T wHaT T

(3) Telnet is a network protocol used to transfer files on the Internet or local
area network (LAN) connections.
TAE U H2a% Wbl © Tl YA e a1 |idhd uEn seas (LAN)
T HIEH Bl WHAHRT B & oo fea a2

3  Define the following terms : (any two) 1x2=2
frrteiaa oret &t wieaa it @ (@ @)
(a) Flat Bed Plotters
T 48 WX
{b) Auto Correct Feature in MS Word
TH O 9§ 2 HidE WEl
{c} Chart sheet in MS Excel
T UE U H e o
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4  Write short notes on the following : 2x5=140

= o dfaa fewfirat fafe

(a} Windows Explorer
IEEIGIRCEEETIEE

{b) Benefits of Mailmerge (Any two)
S % @ (B )

{¢) Spell check in presentation
T | A 9%

(d) Steps of adding page numbers to a document at the bottom of each page
T TPEp % W O % A A den e b 2w |

(e} Steps for copying various format styles using Format Printer in MS Excel.
q vH U o Wi fiey w1 wE e 5 ffvs wifir weat e s
& TE |

5  Differentiate between the following : 2x5=140

e % 4 o) W R

{a) Machine language and Assembly language.
T |t ofT UEael |

(b) DSL and ISDN
EJ s A e | e s R e

{¢} Slide Sorter view and Slide Show view
WES G F U9 wWEs o o |

(d) Work Book and Worksheet
T IF T4 % 90

(¢} Headers and Footers

e ud ped
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6  Answer the following : 4x2=8

= % IAT QAT

{a) Based on the given text answer the following questions :

fou T e & g ux T geel @ S G

List of fruits and vegetables :

wA TA deTal o
®  Fruits/ %
o Apple/¥3
o Banana / &
o Kiwi /e

0o Mango / 3
®  Vegetables / Gfeat
o Potato / 3Tle]
o Carrot / ST
o Cauliflower /%a T
o Cabbage /a=mH

(i) Name the types of list in the above text. 1
IUH THE H f T fae # Y SRy |

(i1} Name the keyboard shortcut to activate the spelling and grammar 1
checker.

WA 31X AT A6 BT Githd H & [T Bl IS 9T w1 4™ IdiET |

(iil) Write the steps to change dots to numbers from 1-4 in front 1
of the vegetables names.

Tfestal & =l o wm e g ® 1-4 7% @ gl W S8dd & 'O
foaRae |

(iv) What is the utility of using Bulleted list and Number list ? 1
Toies e it e e 9o &3 &1 Suainen &1 & 7
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(b) Answer the following questions on the basis of the spreadsheet given below :

e & i defie ¥ smar ) B wet @ s R

A B C D E
Item Price No. of units
1 . Total cost
Name perunit | purchased
2 Pen 10 5 -
3 Copy 20 10 -
4 Scale 10 2 -
5 Pencil 5 15 -
6 School bag 500 1
7 Pencil Box 50 | -
8
9 Total
Amount

(i) In cell D2, write a formula to calculate the total cost of pens.
A D2 8§ U9 &l §d &ina S & [0 wigen fafew |

(i1} Write steps to copy the formula present in cell D2 to the cells
D3 to D7.

7 D2 ¥ HioE BHen B 89 D3 § D7 9% a1 BT % 'Y fahag |

(ii1) In cell D9, write a formula to calculate the total amount to be
paid for all items.

q@ DY o 9 amgedl & U Sia B IR WA BT Wi g |

(iv) In cell B9, write a formula to find out the maximum price per unit,

a BY ¥ gfq g siftepaq qeg 4 & faT wiHer fafEag |
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DATA ENTRY OPERATIONS
(Theory)
IET T ST
\REAR))
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 gue] [quis : 40
Note : All questions are compulsory and carry marks as indicated against each.

e ¢ wl w9 oA ¥ SR Y@ W9 % of WA U u )

1 Fill in the blanks for the following : %Xl(] =5

frer ¥ From Tl 1 O BT

(a) Deleted files or tolders are stored in the Recyclebin till they are

removed from there.

fediie @ T wEd o Brst JgEsaE ¥ 99 O9% GUlEd W@d € 99 9% 9=
TE § T2 e e S &

{b) Device which are connected to the computer externally are called

devices.
T IUHI AT HPYLT b WA I T H T3 B &, SUHIT FHEAN & |
{c) Slides can be easily ordered and sorted using view.

T P YA B WIES! Bl AEH § AARAT T HHIE fobar o
wHd E

63/085/1-336-B | 2 g% [ Contd...



(d) The process of input, output, processing and storage is performed under

the supervision of unit of computer.
¥ Bl Wi §
(e} The tab in format cells dialog box helps to select the data type

of the cell is MS Excel.

T UF Uee o 96 % $27 259 61 99 6T H HUe AT B SEW i o
frerg 9 WEg Har § |

(f) is a computer that stores web pages. it also accepts and serves

user’s requests.

Teh HPGLT & A I Yol Bl T HTT & AT & T8 ol & A4
B W FHT & 3 IEH QT BT & |

(g) In Windows Explorer, a new folder is displayed with the default name

™ TeawRy & TH T Hes ] SIhiee A & WY USIE BIT § |

(h) The facility in a word processor allows to print out multiple

pages on a single sheet of paper.

% T8 NAET g & & 06 e W FE gl @ i
B SR AT

(i) The standard protocol used for sending internet e-mail is called

3T 3-HT HoM & TWU WO RFT WM 9T W Wieihid i HET
EICIE
()) The feature is spreadsheet helps to add the contents of a cluster

ot adjacent cells.

gEafe o gfam Freeeza wa % wE & v agg &= sey o m5g
H T |
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2 State True or False : %XI0=5
& A1 e 9918 ¢

{a) Telnet is a network protocol used to transfer files on the Internet or local
area network (LAN) connections.

TAE UH Ak WEhid & [TEeHl YA 232 o1 Wid Uiam seas (LAN)
T WAl Bl WFART w0 R S

{b) In ISDN, user cannot make and receive telephone calls while connected

to the Internet,

IR TAATA. § oK 32T ¥ Fae B $ I TAMBE HA Tol BT Hehdl
T AR 1 & feeelt i B St Wmar ¥

(¢} When files or folders are deleted from hard disk, windows places
them in the Recycle Bin.

TS HEA AT BiESl B EeeE ° 8 A o ¥, o fRew o
T A A @A ¥

(d) Commal0] sets the number format to comma style that rounds to a whole

number i.e. without any decimal place.
HET [0], 9 & BHZ B HET LEA § 2 0 T A A R Somee
& ot demn e ¥

{e) The Arithmatic Logic Unit (ALU) of a computer system is known as

Central Processing Unit (CPU).

FRY ey & uRgdls diie gie (T uw g) & Sz wekin gie
(@ 9 ) wer A E |

(f) An Optical Character Recognition (OCR) device is used to convert the

scanned image of a page into text that can be edited on the computer.

Hifew gt Rapriem (s 91 9y feasg &1 yar el O &1 @6 & T
TS B THE H qGE & AU fHar S € wget g ufse fEar o owd o
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(g) My Documents option in the start menu displays a list of recently used

documents by the current user.

W 7Y # A5 IR fashed aaAm I Z10 T 1§ 9 fRn g St
% g fEmr §

(h) You can duplicate a slide in power point by pressing CTRL+SHIFT+D
Keyboard short cut.

3 CTRL+SHIFT+D #E1E §Tigehe IaTRL Uie Uige | W58 &l SNehe Bl
qHd £ |
(i) Hanging Indent, indents all lines of a paragraph except the first line.
TR 382, Tl EA Bl BEET TG B @0 Wl TEA Bl 58 B §
() In MS Excel, data can be sorted by colour and upto 5 levels.

TH UF A H 327 B 1 6 MUR WX 3T 5 &9 a6 Qi a1 o dabal € |

3  Detine the following terms : (any two) 1x2=2
Frefeafaa sret @i afewfa Aifg @ (@ @)
{a) Software
Iy
{b) Chart sheet in MS Excel

M U9 TR H O e

{¢c} Auto Correct Feature in MS Word

TN TF 9% § ol ®ide Wa
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4  Write short notes for the following : 2x5=10

= ot dfae fewmfirat fafem -

{a) Spell check in presentation
Yoy § W@ 9%

(b) Merge document in Mailmerge.
o o Sgie

(¢} Windows Explorer
[EEGRECELIEEY

(d) Protecting a document from Accessing by other users.
T O B TEEY UHH & Y stegHe ® gRiad S |

(e} Steps for copying various format styles using Format Printer in MS Excel.
T UF U § wine T & W #d U et st =Eal w s
H WY |

5  Differentiate between the following : 2x5=140
e & S siax T FifTg
{a) Operating system and Ultilities
St e o gifdw
{b) Slide Sorter view and Slide Show view
WEE it = Ug Wiz o & |
(c) DSL and ISDN
T TE.UE. ST O T AL
{d) Work Book and Worksheet
Ih TH TS 9% 92
{e} Headers and Footers
o v e
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6  Answer the following : 4x2=8
fr= &1 s g
(a) Based on the given text answer the following questions :

fou T e & g ux T geel @ S G

List of fruits and vegetables :

® T4 gieTal B g
®  Fruits/ &
o Apple/d9
o Banana / &al
o Kiwi /B

o Mango / 3I™
®  Vegetables / Gfeat
o Potato / awg
o Carrot / TIT
o Cauliflower / &
o Cabbage /<=

(i) Name the types of list in the above text. 1
I T T 4 M R & YsR 99RU |

(11} Name the keyboard shortcut to activate the spelling and grammar 1
checker.
WA SR T IHT T GiEHT B & [0 B TS EHS BT AW TARY |

{111) Write the steps to convert the given list to upper case. 1
AT g B A B F gEe & v o |

(iv) What is the utility of using Bulleted list and Number list ? 1

Toies e it e e 9o &3 &1 Suainen &1 & 7
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(b) Answer the following questions on the basis of the spreadsheet given below :

Y & T2 WeEsiie ¥ onur WX M we % SR A

A B C D E
[tem Price No. of units
1 . Total cost
Name per unit | purchased
2 Pen 10 5 -
3 Copy 20 10 -
4 Scale 10 2 -
5 Pencil 5 15 -
6 School bag 500 1
7 Pencil Box 50 1 -
8
9 Total
Amount

(i) In cell D2, write a formula to calculate the total cost of pens.
¥ D2 8 U9 & A Hia S % g wigen fafes |

(i1} Write steps to copy the formula present in cell D2 to the cells
D3 to D7.

9 D2 ¥ dieE ®iHen B ¥@ D3 § D7 9% 191 BT & VY fafag |

(ii1) In cell D9, write a formula to calculate the total amount to be

paid for all items.
a9 D9 H |41 amgedl % U FW DA B A AT B HHAT T |
(iv) In cell B9, write a formula to find out the maximum price per unit,

4@ B9 # i gfve iftead e 9 & fag wider fafay |
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DATA ENTRY OPERATIONS
(Theory)
IET T ST
\REAR))
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 gue] [quis : 40
Note : All questions are compulsory and carry marks as indicated against each.

e ¢ wl w9 oA ¥ SR Y@ W9 % of WA U u )

1  Fill in the blanks of the following : %X10=5

Freieiaa e &l & gfd sifag
(a) Deleted files or tolders are stored in the Recyclebin till they are

removed from there.
foelie &1 T8 B W Bl JoHmdEy § 99 9% 9uEd &d & 99 d6 3%
TENH ECARG EIMR 0 | B | L A

(b) The set of programs in ROM which are activated when a computer is

switched on and which activate different units of a computer are called

TH F YA T #2 S HPYLT AN B U Wik BT £ ST S B @l i
gogdl @ GipT B S, @HEART E |

{c} Slides can be easily ordered and sorted using view.

= W TANT Hh WIES| DI AW ¥ AARad ST HHEE Thar o
HaT T |

63/0858/1-336-C | 2 g% [ Contd...



(d) The internet connection offers internet connectivity through the
use of digital phone lines instead of Analog.
T HIEE UARNT & 99T STed BN w51 @ YA & |iegd
¥ 3T el YR S & |

(e} The horizontal like (like a short underline) at the end of the document in
MS Word is called
TR U9 93 StagHe & oid o Rad o ° afaw @r @t HeET T
¥

(D is a computer that stores web pages, it also accepts and serves

user’s requests.

T HTLT & W1 99 Ui Bl =R BT & ST T T8 Fo F T
BT WIHIT BT & I U QU &1 & |

(g) Toolbar will help you to draw a number of geometrical

shapes. arrows, flowchart elements, stars etc.

iy B g9 W Heg Hiar & |

(h) The process of input, output, processing and storage i1s performed under

the supervision of unit of computer.
¥ B W E |

(i) In Windows Explorer, a new folder is displayed with the default name

fefeioT TaEwRy o U T4 Wivst Ehiee T % 1Y WERT BT ¥

(j) The feature is spreadsheet helps to add the contents of a cluster

of adjacent cells.

dgefe o gfaa ez ¥a & aE & fawg agg # e A wee
H T |

63/0858/1-336-C | 3 g% [ Contd...



2 State True or False : %XI0=5
e g1 g fwiay ¢

{a} An Optical Character Recognition (OCR) device is used to convert the

scanned image of a page into text that can be edited on the computer.

s hiaet e (3N & om) fEama & v 6 o1 &1 @ a7 T2
TS P TR | qge & g TR S & v wx ufse feur o ows |

(b) In ISDN, user cannot make and receive telephone calls while connected

to the Internet.

TR T AT, ¥ goe 22 § T o & ST TAGIA B T2l BT Hedl
T 3T A1 B fopdlt B i IO BT T

(¢} In Windows Explorer, file or folder can be renamed by right clicking on
it and then clicking rename.

92T TR H UH IR 91 BieSt HI 39 UL T3¢ foad Heh o he i
T % ®H TR A 926 AT GHhal © |

(d) Commal0] sets the number format to comma style that rounds to a whole

number i.e. without any decimal place.

HET [0], 9 & BHS B HE LEA § 2 w0 T A R soee e
& O e B ¥

(e} The Arithmatic Logic Unit (ALU) of a computer system is known as
Central Processing Unit (CPU).

HeY faen & uiadien e g (T QW Q) W e WET g
(@ 9 ) war AT |

(f) Telnet is a network protocol used to transfer files on the Internet or local

area network (LAN) connections.

TAE U H2a% Wbl © Tl YA e a1 |idhd uEn seasm (LAN)
H Bl Bl WHEANT B & W0 e s § o
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(g) My Documents option in the start menu displays a list of recently used

documents by the current user.

W 7Y # A5 IR fashed aaAm I Z10 T 1§ 9 fRn g St
& T T ®

(h) Two content option in slide layout is useful for doing Pro and Con lists.

WS o 39 H 3 e famed oga oft Wiage gal a9 & fg Suar 2 |
(i) Hanging Indent, indents all lines of a paragraph except the first line.

R 432, TERl IET & BISHT NG B A6l T A391 I 55¢ BT & |
() In MS Excel, data can be sorted by colour and upto 5 levels.

TN UH UgHd § 32T B TT % AYUR 9T ST 5 oaw q% die {hdr A1 §ebdr |

3  Detine the following terms : (any two) 1x2=2
Frefefaa sret @ afonfya #ife @ (@ @)
{a} Chart sheet in MS Excel

Tq UF Ued § 9e o

{b) Rulers in MS Word.
g 92 ¥ we
{c) Flat Bed Plotters

T™Z T WX

63/0858/1-336-C |
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4  Write short notes tor the following : 2x5=140

1w wifaa feuftrat fafaw -

{a) Benetits of Mailmerge (Any two)
UeHS & @ (B3 3N

{b) Windows Explorer
feriet eiRe

{¢}) Reordering slides in Presentation.
TS § wEEl & W § Fahad wE |

(d) Auto format feature.
Hiel WiHe Hrag

(e} Steps for copying various format styles using Format Printer in MS Excel.
q vH U o Wi fiey w1 wE e 5 ffvs wifir weat e s
% T |

S5 Differentiate between the following : 2x5=10

=1 &% A/ ofdy ww Hife

(a) Slide Sorter view and Slide Show view
WES T o U wWEs W o |

(b) Website and webpage
U9 WEE SN 99 U

{c} Machine language and Assembly language.
A W ofi TEEel |

{d) Work Book and Worksheet
T gH T TH M2

{e} Headers and Footers

ot e g
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6

Answer the following :

= & S it

(a) Based on the given text answer the following questions :

fau U TRe & omE 9X A uesi @ S A

List of fruits and vegetables :
T Td giesal & gl
®  Fruits / ®d
o Apple/ 8w
o Banana /
o Kiwi/ e
o Mango / 3™
®  Vegetables / qfssat
o Potato / awg
o Carrot / TIT
o Cauliflower / %§
o Cabbage /s

(i)

(i1}

(iii)

Name the types of list in the above text.

TUUR THE T & T fEE @1y ¥Ry |

4x2=8

Name the keyboard shortcut to activate the spelling and grammar 1

checker.

WA 31X AT A6 BT Githd H & [T Bl IS 9T w1 4™ IdiET |
Name the keyboard shortcut used to make the list bold and then 1

underline only the headings.

A TE YA DI Tes B & Y ST Hae ST Bl ST ART T B Hars

TR TAIZT |

(iv) What is the utility of using Bulleted list and Number list ? 1
Toies e it e e 9o &3 &1 Suainen &1 & 7

63/088/1-336-A | 7
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(b) Answer the following questions on the basis of the spreadsheet given below :

A & 7E desite ¥ snur wt FE usdl @ STy Aty

A B C D E
[tem Price No. of units
1 . Total cost
Name per unit purchased
2 Pen 10 5 -
3 Copv 20 10 -
4 Scale 10 2 -
5 Pencil 5 15 -
6 School bag 500 1
7 Pencil Box 50 1 -
8
9 Total
Amount

(i) In cell D2, write a formula to calculate the total cost of pens.
9 D2 ® U9 @ A HEd 9 % e s fafag )

(i1} Write steps to copy the formula present in cell D2 to the cells
D3 to D7.

A D2 ¥ Hi5E el ®l & D3 § D7 9% &id %37 & =9 fafeg |

(i) In cell D9, write a formula to calculate the total amount to be

paid for all items.
g0 D9 o 9 amgedl & U o SiHa B IR WA BT Wi g |
(iv} In cell B9, write a formula to find out the maximum price per unit.

49 B9 7 yfq gHe sifteran g0 o+ & fag wiFen fafam |
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