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This question paper consists of 8 questions and 8 printed pages. 
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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. 64/S/O/T, Set  A  on the Answer-Book. 

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

authentic. 
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  :  

 1.        . 

 2.    ,        

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

.  

 3.       . 

 4.    , ,   .  

   . 

 5.   . 64/S/O/T,   A     . 

 6.     (),    

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

(  )  

(229-T) 

 

Time : 2 Hours ] [ Maximum Marks : 40 

: 2  ] [   : 40 
 

 

Note : (1) All questions are compulsory.  
  (2) Marks allotted for each question are indicated against it.  

 : (i)    . 

  (ii)        . 
 
 

 

1. Match the following and write your answers in the answer-book :  (½  6 = 3)  

  A        B 

(a) Peripheral devices (i) OCR 

(b) Work Book (ii) Control Panel  

(c) Optical Scanner (iii) Speed, Accuracy  

(d) System Setting  (iv) Reordering slides  

(e) Slide sorter view (v) Input, Output 

(f) Computer characteristics  (vi) Spreadsheet 

       . 

  A        B 

(a)    (i) ..  
(b)    (ii)    
(c)    (iii) ,   
(d)    (iv)      
(e)    (v) ,     
(f)   (vi)    
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2. Write in your answer-book, True/False for the following statements :  (½  6 = 3)  

 (a) Source program and object program are related to compiler.  

 (b) You can double click on c: drive icon to see its contents.  

 (c) By default, Taskbar appears on the left of the window screen.  

 (d) Change case command has only two options.  

 (e) Spacebar is used as a separator between words & sentence.  

 (f) Tab key is used to create columns.  

         . 

 (a)        .  

 (b)  c:            .  

 (c)         .  

 (d)       .  

 (e)        .  

 (f)     .  
 
3. Define the following :    (1  4 = 4) 

 (a) Source Program (b) Mouse  

 (c) Recycle Bin (d) Function  

   . 

 (a)   (b)   

 (c)    (d)   
 
4. Write short notes on the following :    (2  4 = 8) 

 (a) Types of Printer (b) Typing screen objects  

 (c) Text Alignment (d) Steps to activate AutoShapes.  

     . 

 (a)   . 

 (b)   /  

 (c)     /   

 (d)      .  
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5. Differentiate between the following :    (2  2 = 4)  

 (a) Selecting text and Formatting text.  

 (b) Font face and Font size.  

     . 

 (a)           

 (b)       
 

6. Answer the following questions :    (2  5 = 10) 

 (a) Write the steps to rename a file.  

 (b) How do you protect a worksheet in the simplest way ? Explain briefly.  

 (c) Explain the uses of Mail Merge.  

 (d) Write the steps to save a new document.  

 (e) How can you reorder slides before a presentation ?  

     . 

 (a)      .  

 (b)         ?  . 

 (c)     .  

 (d) /     .  

 (e)         ?  
 

7. Answer the following :    (2  2 = 4) 

 (a) In a word document, which shortcut keys are pressed to do the following :  

  (i) To print a document  

  (ii) To undo previous action  

  (iii) To cut a line of text 

  (iv) To get help  

 (b) Write the steps to do the following actions on the given sentence :    

Early to bed and early to rise, Makes a man healthy, wealthy and wise.  

  (i) Print the above paragraph in portrait orientation.  

  (ii) Change the alignment of the above text to center align.  

  (iii) Make the above text all caps.  

  (iv) Change the font style to Italics.  
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     . 

 (a)            ?  

  (i)     

  (ii)      

  (iii)   /      

  (iv) /  
 

 (b)        .   

   /  ,  

,    .  

  (i)     .  

  (ii)    /  /   

.  

  (iii)  /      .  

  (iv)     . 
 

8. Answer the following questions :    (2  2 = 4) 

 (a) Following table shows data based on three tests scores of students of class-IXth. Write 
the steps to plot a column chart based on this data. Also give a chart title as “Test 
Scores of Students” 

 A B C D E 

1 Sr. No. Name of Students Test - 1 Test - 2 Test - 3 

2 1 Shikha 39 65 25 

3 2 Shipra 98 99 78 

4 3 Roli 76 76 98 

5 4 Kanika 87 88 92 

6 5 Manish 56 85 59 

7 6 Akshay 68 58 69 
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 (b) Following data shows price and quantity of fruits stocked by a shopkeeper. Based 
on this data write the formula to calculate the following :  

 A B C D E 

1 Sr. No. Name of fruits Price / 
kg 

Quantity 
in stock  

Total 
Price 

2 1 Banana 40 30  

3 2 Orange 45 40  

4 3 Mango 60 45  

5 4 Apple 90 20  

6 5 Kiwi 80 15  

7 6 Papaya 40 20  

8  Total Quantity    

9  Average Price     

  (i) Write the formula to find total price for Bananas in cell E2.  

  (ii) Write the steps to copy this formula from cells E3 to E7.  

  (iii) In cell D8, write the formula to find total quantity of fruits in stock.  

  (iv) In cell C9, write the formula to find the average price for each fruit.  

     . 

 (a)    9    3    .   

      .  “  

”   . 

 A B C D E 

1 .     - 1  - 2  - 3 

2 1  39 65 25 

3 2  98 99 78 

4 3  76 76 98 

5 4  87 88 92 

6 5   56 85 59 

7 6   68 58 69 
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 (b)          .  

      .  
 A B C D E 

1 .    /     

2 1.  40 30  

3 2.  45 40  

4 3.  60 45  

5 4.   90 20  

6 5.  80 15  

7 6.  40 20  

8       

9       

  (i)  E2        .  

  (ii)    E3  E7     .  

  (iii)  D8 ,        

.  

  (iv)  C9        .  
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