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This Question Paper consists of 31 questions and 8 printed pages. 

  31   8   . 
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Day and Date of Examination ……………………………………………………………… 

(    ) 
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(  ) 
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General Instructions : 

 1. Answers of all the questions are to be given in the Answer-Book given to you. 

 2. 15 minutes time has been allotted to read this Question Paper. The question paper will be 

distributed at 02.15 p.m. From 02.15 p.m. to 02.30 p.m., the students will read the question paper 

only and will not write any answer on the Answer-Book during this period. 

 3. Candidate must write his/her Roll Number on the first page of the Question Paper. 

 4. 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. 

 5. For the objective type of questions, you have to choose any one of the four alternatives given in 

the question, i.e. (A), (B), (C) or (D) and indicate your correct answer in the Answer-Book given 

to you. 

 6. All the questions including objective type questions are to be answered within the allotted time 

and no separate time limit is fixed for answering objective type questions. 

 7. 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. 

 8. Write your Question Paper Code No. 70/S/O/T, Set  A  on the Answer-Book. 

 9. The Question Paper is bilingual. In case of doubt, the English version should be considered as 

authentic. 
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 .  

1.     -   .  

2.    15   .   02.15 

  .  02.15  02.30     

         .  

3.        . 

4.    ,        

 .   ,   .  

5.  ()    (A), (B), (C)  (D)   . 

  ,    .  

6.  ()    .      

 . 

7.    , ,   .   

  .  

8.   . 70/S/O/T, Set  A     . 

9.     (),     

     . 
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DATA ENTRY OPERATIONS 

(  ) 
(229-T) 

Time : 2 Hours ] [ Maximum Marks : 40 

 : 2 ] [  : 40 
 

 

Note : (i) This question paper consists of 31 questions in all.  
  (ii) All questions are compulsory. 
  (iii) Marks are given against each question. 
  (iv) SECTION – A consists of : 
   (a) Q. No. 1 to 7 – Multiple Choice type Questions Q. No. 1 to 7 carrying 1 

mark each.  
   (b) Q. No.  8 to 13 and Q. No. 14 to 23 – Objective type questions such as True 

or False/Fill in the blanks. Q. No. 8 to 13 carrying ½ mark and Q. No. 14 to 
23 carrying 1 mark. 

  (v) SECTION – B consists of : 
   (a) Q. No. 24 to 28 – Very Short Answer type questions carrying 2 marks each 

to be answered in the range of 30 to 50 words. 
  (vi) SECTION – C consists of : 
   (b) Q. No. 29 to 30 – Short Answer type questions carrying 3 marks each to be 

answered in the range of 50 to 80 words. 
  (vii) SECTION – D consists of : 
   (c) Q. No. 31 – Long Answer type questions carrying 4 marks each to be 

answered in the range of 80 to 120 words. 
 

 : (i)       31  .  (ii)          .  

  (iii)     . 

  (iv)  – A      :   

   (a)  1  7    .   1 .  

   (b)  8  13    14  23   () . 

  / .   8  13  ½ .  

 14  23  1 . 

  (v)  – B      :  

   (a)  24  28    .   2 .  30 

 50   .  

  (vi)  – C      : 

   (b)  29  30  /  .   3 .  

50  80  . 

  (vii)  – D      : 

   (c)  31   .   4 .  80  120  

. 
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SECTION – A 

 – A 

Multiple Choice Questions : 
  .  
1. These type of monitors are also known as flat panel monitors. 1 
 (A) Cathode Ray Tube (CRT)  (B) Control Unit (CU) 
 (C) Liquid Crystal Display (LCD)  (D) Arithmetic Logic Unit (ALU) 

         .  

 (A)    (CRT)  (B)   (CU) 

 (C)    (LCD)  (D)    (ALU) 
 

2. In this unit computer used to store data and instructions. 1 
 (A) Control Unit  (B) Memory Unit 
 (C) Optical Scanner  (D) Line Printer 

           .  

 (A)    (B)    

 (C)    (D)    
 

3. When the user copies or cut the text, then the text is stored in which area of memory ? 1 
 (A) Bullets and Numbering  (B) Page Layout  
 (C) Clipboard (D) Autoformat 

            .  

 (A)     (B)     

 (C)    (D)    
 

4. Through which feature the sum of cell values can be found ?  1 
 (A) Auto sum feature  (B) Average 
 (C) SUMIF  (D) Minimum Function 

       .  

 (A)     (B)  () 

 (C)   (SUMIF)  (D)    
 

5. What consists of multiple views to help you in the creation and presentation of your slides ? 1 
 (A) Title Slide  (B) PowerPoint  
 (C) Slide Show (D) Scroll Bars 

           

  ?  

 (A)    (B)    

 (C)   (D)    
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6. Name the output device that uses large vacuum tube and which looks like a television 
screen.   1 

 (A) Cathode Ray Tube  (B) Liquid Crystal Display 
  (C) Laser Printer (D) Line Printer 

               ?  

 (A)     (B)    

  (C)    (D)    
 

7.     Which charts are used to show comparisons between individual items ?  1 
 (A) Line Chart  (B) Surface Chart 
  (C) Doughnut Chart (D)  Bar Chart 

         ?   

 (A)    (B)   () 

  (C)    (D)    
 
State True or False : 
  / .  
8. Trackball is not stationary, so it does require much space to use it. 1/2  

    ,      . 
 

9. Dot Matrix Printer is generally used with large computer systems to produce text-based 
data processing reports.   1/2 

          

     .   
 

10. Click and Type is also useful for inserting tables, charts and other graphics in a blank 
area of a document.   1/2 

         ,    

    .  
 
11. Font style determines that the text can be aligned to the left, centre, or right side of the 

page or it can be justified across the page.  1/2 

                

   .  
 

12. All of the font attributes are displayed in this Font tab including font face, size etc. 1/2 

  ,  ()          

.  
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13. Area Charts can be used to plot data arranged in columns or rows on a worksheet. 1/2 

     ()        

 .  
 
Fill in the Blanks : 

 .  
 
14. ___________ enables each paragraph to give unique before and after spacing. 1 

 ___________          

.  
 

15. Part of editing process of text is ___________ text to other locations of your document. 1 

            __________ 

.  
 

16. Most of the formatting related requirements gets fulfilled by the controls available on 
the ___________ of the Ribbon.   1 

        __________ /  

   .  
 

17. The conditions to draw any ___________ is that the data has to be arranged in the form 
of rows or columns in a spread sheet.   1 

  ___________   ,       

  .  
 

18. ___________ are the actual cells to be added if their corresponding cells in range match 
criteria.   1 

           _________.  

 

19. _________ are best suitable for viewing data trends at equal intervals of time. 1 

 _________         .  
 

20. ___________ are used to draw a number of geometrical shapes, flowchart elements etc. 1 

 ___________   ,      

.  
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Assertion and Reasoning Questions. Identify the option and write the answer from the 
options given below.    3 × 1 = 3  
Options are 
 A : Both (A) and (R) are true, and (R) is the correct explanation of (A).  
 B : Both (A) and (R) are true, and (R) is not the correct explanation of (A).  
 C : (A) is true, but (R) is false.  
 D : (A) is false, but (R) is true. 

   .  ,      .  

 /   

 A : (A)  (R)  ,  (R)  (A)   .  

 B : (A)  (R)  ,  (R)  (A)    . 

 C : (A) ,  (R) . 

 D : (A) ,  (R)   
 

21. Assertion (A) : Input devices accept data and instructions from the user.  
 Reason (R) : Microphone is an Input device as it takes voice as input. 

  (A) :         

.  

  (R) :     ,     

.  
 

22. Assertion (A) : Words formatting feature allows you to create beautiful documents 
without doing much more than typing heading and text. 

 Reason (R) : Many attributes of text can be changed just by using the formatting 
toolbar. 

  (A) :           

   .  

  (R) :          

.  
 

23. Assertion (A) : InkJet printer prints the image directly on the paper by spraying ink 

through 64 tiny nozzles. 

 Reason (R) : Dot matrix printer is very quiet and fast printer. 

  (A) :   64         

  .  

  (R) :        .  
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SECTION – B 

 – B 

24. What is a computer and explain Control Unit.   2 

        .  
 

25. What do you mean by input devices ? Give examples of these.  2 

     ?   .  
 

26. What is a Mail Merge Wizard ?    2 

      ? 
 

27. Explain the significance of a Slide Layout.   2 

     .  
 

28. Write down the difference between System and Application Software.  2 

       .  
 

SECTION – C 

 – C 

29. Explain in detail :   3 × 1 = 3 
 (a) Plotter    
 (b) DOT Matrix printer    
 (c) Slide sorter view    

  .  

 (a)   

 (b)     

 (c)     
 

30. Write down three guidelines to prepare best slides.  3 

        .  
 

SECTION – D 

 – D 

31. Sonali, Meetu’s mother has to send marriage invitation of Meetu to friends and 
relatives. She wants to send the invitation in the soft copy only. As an IT professional, 
explain the process of mail merge to Sonali to help her in making various files.  4 

 ,         .  

     .    ,   

  ,     .  
______________ 
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