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DATA ENTRY OPERATIONS

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚
(229)

Day and Date of Examination :

(¬⁄UËˇÊÊ ∑§Ê ÁŒŸ fl ÁŒŸÊ¥∑§)

Signature of Invigilators :

(ÁŸ⁄UËˇÊ∑§Ê¥ ∑§ „SÃÊˇÊ⁄U) 1. 

2. 

General Instructions :
1. Answers of all questions are to be given in the Answer-Book given to you.
2. 15 minute 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) and (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. 67/OS/1-A on the Answer-Book.

9. (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 questions will be yours only.

This Question Paper consists of 25 questions and 11 printed pages.

ß‚ ¬˝‡Ÿ-¬òÊ ◊¥ 25 ¬˝‡Ÿ ÃÕÊ 11 ◊ÈÁŒ˝Ã ¬Îc∆U „Ò¥–

Roll No.

•ŸÈ∑˝§◊Ê¥∑§
Code No.

∑§Ê«U Ÿ¥.
67/OS/1
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‚Ê◊Êãÿ •ŸÈŒ‡Ê —

1. ‚÷Ë ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U •Ê¬∑§Ê ŒË ªÿË ©ûÊ⁄U-¬ÈÁSÃ∑§Ê ◊¥ „Ë Á‹π¥–

2. ß‚ ¬˝‡Ÿ-¬òÊ ∑§Ê ¬…∏Ÿ ∑§ Á‹∞ 15 Á◊Ÿ≈U ∑§Ê ‚◊ÿ ÁŒÿÊ ªÿÊ „Ò– ¬˝‡Ÿ-¬òÊ ∑§Ê ÁflÃ⁄UáÊ ŒÊ¬„⁄U ◊¥ 02.15 ’¡ Á∑§ÿÊ ¡Ê∞ªÊ–
02.15 ’¡ ‚ 02.30 ’¡ Ã∑§ ¿UÊòÊ ∑§fl‹ ¬˝‡Ÿ-¬òÊ ∑§Ê ¬…∏¥ª •ÊÒ⁄U ß‚ •flÁœ ∑§ ŒÊÒ⁄UÊŸ fl ©ûÊ⁄U-¬ÈÁSÃ∑§Ê ¬⁄U ∑§Êß¸ ©ûÊ⁄U Ÿ„Ë¥
Á‹π¥ª–

3. ¬⁄UËˇÊÊÕË¸ ¬˝‡Ÿ-¬òÊ ∑§ §¬„‹ ¬Îc∆U ¬⁄U •¬ŸÊ •ŸÈ∑˝§◊Ê¥∑§ •fl‡ÿU Á‹π¥–

4. ∑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¥–

5. flSÃÈÁŸc∆U ¬˝‡ŸÊ¥ ◊¥ •Ê¬∑§Ê øÊ⁄U Áfl∑§À¬Ê¥ (A), (B), (C) ÃÕÊ (D) ◊¥ ‚ ∑§Êß¸ ∞∑§ ©ûÊ⁄U øÈŸŸÊ „Ò ÃÕÊ ŒË ªß¸ ©ûÊ⁄U-¬ÈÁSÃ∑§Ê ◊¥
‚„Ë ©ûÊ⁄U Á‹πŸÊ „Ò–

6. flSÃÈÁŸc∆U ¬˝‡ŸÊ¥ ∑§ ‚ÊÕ-‚ÊÕ ‚÷Ë ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U ÁŸœÊ¸Á⁄UÃ •flÁœ ∑§ ÷ËÃ⁄U „Ë ŒŸ „Ò¥–  flSÃÈÁŸc∆U ¬˝‡ŸÊ¥ ∑§ Á‹∞ •‹ª ‚
‚◊ÿ Ÿ„Ë¥ ÁŒÿÊ ¡Ê∞ªÊ–

7. § ©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–

8. •¬ŸË ©ûÊ⁄U-¬ÈÁSUÃ∑§Ê ¬⁄U ¬˝‡Ÿ-¬òÊ ∑§Ê ∑§Ê«U Ÿ¥. 67/OS/1-A Á‹π¥–

9. (∑§) ¬˝‡Ÿ-¬òÊ ∑§fl‹ •¥ª˝¡Ë/Á„¥ŒË ◊¥ „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‹ÈªÍ, ◊⁄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 ¬˝‡ŸÊ¥ ∑§Ê ‚◊¤ÊŸ ◊¥ „ÊŸ flÊ‹Ë
òÊÈÁ≈UÿÊ¥/ª‹ÁÃÿÊ¥ ∑§Ë Á¡ê◊UŒÊ⁄Ë ∑ fl‹ •Ê¬∑§Ë „ÊªË–
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DATA ENTRY OPERATIONS

«UÊ≈UÊ ∞¥≈˛UË •ÊÚ¬⁄U‡Êã‚
(229)

Time : 2 Hours ] [ Maximum Marks : 40

‚◊ÿ — 2 ÉÊá≈U ] [ ¬ÍáÊÊZ∑§ — 40

Note :

(i) This question paper consists of 25 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 8 - Objective Type Questions/True or False/Fill in the blanks.  Q. No. 1 to 7
carrying 1 mark each and Q. No. 8 carrying 2 marks.  An internal choice has been provided
in some of these Questions.  You have to attempt only one of the given choices in such
questions.

(b) Q. No. 9 to 17 - Objective type questions.  Q. No. 9 to 10 carry 2 marks each (with 2 sub-parts
of 1 mark each) and Q. No. 11 to 17 carry 1 mark each (an internal choice has been provided
in some of these questions.  You have to attempt only one of the given choices in such questions)
Attempt these questions as per the instructions given for each of the questions 11 to 17.

(v) Section - B consists of :

(a) Q. No. 18 to 22 -Very Short Answer type questions carrying 2 marks each to be answered in
the range of 30 to 50 words.

(b) Q. No. 23 to 24 - Short Answer type questions carrying 3 marks each to be answered in the
range of 50 to 80 words.

(c) Q. No. 25 - Long Answer type question carrying 4 marks to be answered in the range of
80 to 120 words.

ÁŸŒ¸‡Ê —

(i) ß‚ ¬˝‡Ÿ-¬òÊ ◊¥ ∑È§‹ 25 ¬˝‡Ÿ „Ò¥–

(ii) ‚÷Ë ¬˝‡Ÿ •ÁŸflÊÿ¸ „Ò¥–

(iii) ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ ‚Ê◊Ÿ ©‚∑§ •¥∑§ ÁŒ∞ ª∞ „Ò¥–

(iv) πá«U - ∑§ ◊¥ ‡ÊÊÁ◊‹ „Ò¥ —

(a) ¬˝‡Ÿ ‚¥ÅÿÊ 1 ‚ 8 flSÃÈÁŸc∆U ¬˝∑§Ê⁄U ∑§ ¬˝‡Ÿ/‚„Ë •ÕflÊ ª‹Ã/Á⁄UÄÃ SÕÊŸ ∑§Ë ¬ÍÁÃ¸ ¬˝‡Ÿ „Ò¥–  ¬˝‡Ÿ ‚¥ÅÿÊ 1 ‚ 7
Ã∑§ ¬˝àÿ∑§ ∑§ Á‹∞ 1 •¥∑§ ÁŸœÊ¸Á⁄UÃ „Ò •ÊÒ⁄U ¬˝‡Ÿ ‚¥ÅÿÊ 8 ∑§ Á‹∞ 2 •¥∑§ ÁŸœÊ¸Á⁄UÃ „¥Ò–  ßŸ◊¥ ‚ ∑È§¿U ¬˝‡ŸÊ¥ ◊¥
•Ê¥ÃÁ⁄U∑§ Áfl∑§À¬ ¬˝ŒÊŸ Á∑§∞ ª∞ „Ò¥–  •Ê¬∑§Ê ∞‚ ¬˝‡ŸÊ¥ ◊¥ ÁŒ∞ ª∞ Áfl∑§À¬Ê¥ ◊¥ ‚ ∑§fl‹ ∞∑§ „Ë ¬˝ÿÊ‚ ∑§⁄UŸÊ „Ò–

(b) ¬˝‡Ÿ ‚¥ÅÿÊ 9 ‚ 17 Ã∑§ flSÃÈÁŸc∆U ¬˝∑§Ê⁄U ∑§ ¬˝‡Ÿ „Ò¥–  ¬˝‡Ÿ ‚¥ÅÿÊ 9 ‚ 10 Ã∑§ ¬˝àÿ∑§ ¬˝‡Ÿ 2 •¥∑§ ∑§ „Ò¥ (¬˝àÿ∑§
1 •¥∑§ ∑§ 2 ©¬-÷ÊªÊ¥ ∑§ ‚ÊÕ) •ÊÒ⁄U ¬˝‡Ÿ ‚¥ÅÿÊ 11 ‚ 17 Ã∑§ ¬˝àÿ∑§ ¬˝‡Ÿ 1 •¥∑§ ∑§Ê „Ò (ßŸ◊¥ ‚ ∑È§¿U ¬˝‡ŸÊ¥ ◊¥
•Ê¥ÃÁ⁄U∑§ Áfl∑§À¬ ÁŒ∞ ª∞ „Ò¥–  •Ê¬∑§Ê ∞‚ ¬˝‡ŸÊ¥ ◊¥ ÁŒ∞ ª∞ Áfl∑§À¬Ê¥ ◊¥ ‚ ∑§fl‹ ∞∑§ Áfl∑§À¬ ∑§Ê „Ë ©ûÊ⁄U Á‹πŸÊ
„ÊªÊ–)  ¬˝àÿ∑§ ¬˝‡Ÿ 11 ‚ 17 ∑§ Á‹∞ ÁŒ∞ ª∞ ÁŸŒ¸‡ÊÊ¥ ∑§ •ŸÈ‚Ê⁄U ßŸ ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U Á‹π¥–
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(v) πá«U - π§ ◊¥ ‡ÊÊÁ◊‹ „Ò¥ —

(a) ¬˝‡Ÿ ‚¥ÅÿÊ 18 ‚ 22 Ã∑§ •ÁÃ ‹ÉÊÈ-©ûÊ⁄UËÿ ¬˝∑§Ê⁄U ∑§ ŒÊ-ŒÊ •¥∑§Ê¥ ∑§ ¬˝‡Ÿ „Ò¥–  ßŸ ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U 30 ‚ 50 ‡ÊéŒÊ¥
◊¥ ÁŒ∞ ¡ÊŸ øÊÁ„∞–

(b) ¬˝‡Ÿ ‚¥ÅÿÊ 23 ‚ 24 Ã∑§ ‹ÉÊÈ-©ûÊ⁄UËÿ ¬˝∑§Ê⁄U ∑§ ÃËŸ-ÃËŸ •¥∑§Ê¥ ∑§ ¬˝‡Ÿ „Ò¥–  ßŸ ¬˝‡ŸÊ¥ ∑§ ©ûÊ⁄U 50 ‚ 80 ‡ÊéŒÊ¥
◊¥ ÁŒ∞ ¡ÊŸ øÊÁ„∞–

(c) ¬˝‡Ÿ ‚¥ÅÿÊ 25§ ŒËÉÊ¸-©ûÊ⁄UËÿ ¬˝∑§Ê⁄U ∑§Ê øÊ⁄U •¥∑§Ê¥ ∑§Ê ¬˝‡Ÿ „Ò–  ß‚ ¬˝‡Ÿ ∑§Ê ©ûÊ⁄U 80 ‚ 120 ‡ÊéŒÊ¥ ◊¥ ÁŒÿÊ ¡ÊŸÊ
øÊÁ„∞–

SECTION - A/πá«U - ∑§

1. 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 __________.

⁄UÊÚ◊ (ROM) ◊¥ ÁSÕÃ ¬˝Êª˝Ê◊Ê¥ ∑§Ê ‚◊Í„, ¡Ê ∑§êåÿÍ≈U⁄U ∑§ ÁSflø •ÊÚŸ „ÊŸ ¬⁄U ‚Á∑˝§ÿ „ÊÃÊ „Ò •ÊÒ⁄U ¡Ê ∑§êåÿÍ≈U⁄U ∑§Ë
•‹ª-•‹ª ÿÍÁŸ≈U ∑§Ê ‚Á∑˝§ÿ ∑§⁄UÃÊ „Ò, __________ ∑§„‹ÊÃÊ „Ò–

2. What is the result of the formula=SUM(A1 :  A5) if cells A1 to A5 contain the values
5, 10, 15, 20 and 25 ?

(A) 55 (B) 65 (C) 75 (D) 85

=SUM(A1 : A5) »§ÊÚ◊Í¸‹Ê ∑§Ê ¬Á⁄UáÊÊ◊ ÄÿÊ „ÊªÊ ÿÁŒ A1 ‚ A5 Ã∑§ ∑§ ‚Ò‹Ê¥ ∑§Ë flÒÀÿÍ ∑˝§◊‡Ê— 5, 10, 15, 20 •ÊÒ⁄U
25 „Ò?
(A) 55 (B) 65 (C) 75 (D) 85

OR/•ÕflÊ
What is the result of the formula=MAX(A1  : A5) if cells A1 to A5 contain the values
5, 10, 15, 20 and 25 ?

(A) 15 (B) 10 (C) 20 (D) 25

=MAX(A1 : A5) »§ÊÚ◊Í¸‹Ê ∑§Ê ¬Á⁄UáÊÊ◊ ÄÿÊ „ÊªÊ ÿÁŒ A1 ‚ A5 Ã∑§ ∑§ ‚Ò‹Ê¥ ∑§Ë flÒÀÿÍ ∑˝§◊‡Ê— 5, 10, 15, 20 •ÊÒ⁄U
25 „Ò?
(A) 15 (B) 10 (C) 20 (D) 25

3. What is the primary purpose of the Format Painter tool in Microsoft Word ? 1

(A) To change the font size

(B) To copy formatting from one place and apply it to another

(C) To create hyperlinks

(D) To insert images into a document

◊Êß∑˝§Ê‚ÊÚç≈U fl«¸U ◊¥ »§ÊÚ◊¸≈U ¬¥≈U⁄U ≈ÍU‹ ∑§Ê ◊Í‹ ©g‡ÿ ÄÿÊ „ÊÃÊ „Ò?

(A) »§Ê°≈U ‚Êß¡ ∑§Ê ’Œ‹ŸÊ

(B) ∞∑§ SÕÊŸ ‚ »§ÊÚ◊¸Á≈¥Uª ∑§Ë ∑§ÊÚ¬Ë ∑§⁄U∑§ •ãÿ SÕÊŸ ¬⁄U ©‚ ∞å‹Êß¸ ∑§⁄UŸÊ

(C) „Êß¬⁄UÁ‹¥∑§ ÃÒÿÊ⁄U ∑§⁄UŸÊ

(D) «UÊÚÄÿÍ◊¥≈U ◊¥ ß◊¡ ßã‚≈¸U ∑§⁄UŸÊ

1

1
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4. __________ sets the number format to Comma style that rounds to a whole number i.e.
without any decimal places.

(A) Comma [0] (B) Comma

(C) Currency (D) Currency [0]

__________ Ÿ¥’⁄U »§ÊÚ◊¸≈U ∑§Ê ∑§ÊÒ◊Ê S≈UÊß‹ ◊¥ ‚Ò≈U ∑§⁄UÃÊ „Ò ¡Ê ∞∑§ ¬ÍáÊ¸ ‚¥ÅÿÊ ◊¥, Á’ŸÊ Œ‡Ê◊‹fl SÕÊŸÊ¥ ∑§, ⁄UÊ©¥«U
∑§⁄UÃÊ „Ò–

(A) Comma [0] (B) Comma

(C) Currency (D) Currency [0]

5. Which chart type would you use to show trends over time ? 1

(A) Pie chart (B) Bar chart

(C) Line chart (D) Scatter chart

‚◊ÿ ∑§ ‚ÊÕ Á∑§‚ ¬˝∑§Ê⁄U ∑§Ê ≈˛Ò¥U«U ŒπÊ ¡Ê ⁄U„Ê „Ò, ÿ„ Œ‡ÊÊ¸Ÿ ∑§ Á‹∞ Á∑§‚ øÊ≈¸U ∑§Ê ¬˝ÿÊª Á∑§ÿÊ ¡ÊÃÊ „Ò?

(A) ¬Êß¸ øÊ≈¸U (B) ’Ê⁄U øÊ≈¸U

(C) ‹ÊßŸ øÊ≈¸U (D) S∑Ò§≈U⁄U øÊ≈¸U

6. Slides can easily be ordered and sorted using __________ view. 1

__________ √ÿÍ ∑§Ê ¬˝ÿÊª ∑§⁄U∑§ S‹Êß«UÊ¥ ∑§Ê •Ê‚ÊŸË‚ ‚ÊÚ≈¸U •ÊÒ⁄U ∑˝§◊’h Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

7. Which function in MS Excel would you use to find the sum of values present in cells in a
range that meet a specific criterion ?

(A) COUNT ( ) (B) COUNTIF ( )

(C) COUNTBLANK ( ) (D) SUMIF ( )

∞◊∞‚ ∞Ä‚‹ ∑§ Á∑§‚ »¥§Ä‡ÊŸ ∑§Ê •Ê¬ ¬˝ÿÊª ∑§⁄¥Uª ¡’ •Ê¬∑§Ê Á∑§‚Ë Áfl‡Ê· ‡ÊÃÊZ ∑§Ê ¬ÍáÊ¸ ∑§⁄UÃ „È∞ ∞∑§ ⁄¥U¡ ∑§
÷ËÃU⁄U ∑§Ë flÒÀÿÍ¡ ∑§Ê ÿÊª ÁŸ∑§Ê‹ŸÊ „ÊªÊ?

(A) COUNT ( ) (B) COUNTIF ( )

(C) COUNTBLANK ( ) (D) SUMIF ( )

1

1
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8. In the questions given below, there are two statements marked as Assertion (A) and
Reason (R).  Choose the correct option out of the choices given below in each question
(attempt any 2) :

ŸËø ÁŒ∞ ª∞ ¬˝‡Ÿ ◊¥, ŒÊ ∑§ÕŸ ÁŒ∞ ª∞ „Ò Á¡Ÿ◊¥ ‚ ∞∑§ ∑§Ê ∞‚‡Ê¸Ÿ (A) •ÊÒ⁄U ŒÍ‚⁄U ∑§Ê ⁄UË¡Ÿ (R) ∑§ M§¬ ◊¥ ÁøÁ±ŸÃ
Á∑§ÿÊ ªÿÊ „Ò–  ¬˝àÿ∑§ ¬˝‡Ÿ ∑§ ŸËø ÁŒ∞ ª∞ Áfl∑§À¬Ê¥ ◊¥ ‚ ‚„Ë Áfl∑§À¬ øÈŸ¥ (Á∑§ã„Ë¥ ŒÊ ∑§ Á‹∞) —
(i) Assertion (A) : In MS Word 2007, entire document can be selected by either

choosing Edit → Select All command on the menu bar or by pressing
Ctrl+A keys together.

Reason (R) : Ctrl+Shift+A keys are pressed together to deselect the selected part.
(A) Both (A) and (R) are true and (R) is the correct explanation of (A).
(B) Both (A) and (R) are true but (R) is NOT the correct explanation of (A).
(C) (A) is true but (R) is false.
(D) (A) is false but (R) is true.
(E) Both (A) and (R) are false.

∞‚‡Ê¸Ÿ (A) : ∞◊∞‚ fl«¸U 2007 ◊¥, ¬Í⁄U ŒSÃÊfl¡ ∑§Ê Á‚‹Ä≈U ∑§⁄UŸ ∑§ Á‹∞ ÿÊ ÃÊ ∞Á«U≈U ◊ãÿÍ ∑§Ê
øÈŸ∑§⁄U → ◊ãÿÍ ’Ê⁄U ¬⁄U Á‚‹Ä≈U •ÊÚ‹ ∑§◊Ê¥«U ∑§Ê øÈŸ¥ •ÕflÊ Ctrl+A ∑È¥§Á¡ÿÊ¥ ∑§Ê ∞∑§
‚ÊÕ Œ’Ê∞°–

⁄UË¡Ÿ (R) : Ctrl+Shift+A ∑È¥§Á¡ÿÊ¥ ∑§Ê ∞∑§ ‚ÊÕ Œ’ÊŸ ‚ Á‚‹Ä≈U Á∑§ÿÊ ªÿÊ ÷Êª «UËÁ‚‹Ä≈U „Ê
¡ÊÃÊ „Ò–

(A) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ‚„Ë „Ò¥ •ÊÒ⁄U (R), (A) ∑§Ê ‚„Ë ∑§Ê⁄UáÊ fláÊ¸Ÿ ∑§⁄UÃÊ „Ò–
(B) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ‚„Ë „Ò¥ ‹Á∑§Ÿ (R), (A) ∑§Ê ‚„Ë ∑§Ê⁄UáÊ fláÊ¸Ÿ Ÿ„Ë¥ ∑§⁄UÃÊ „Ò–
(C) (A) ‚„Ë „Ò ¬⁄U (R) ª‹Ã „Ò–
(D) (A) ª‹Ã „Ò ¬⁄U (R) ‚„Ë „Ò–
(E) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ª‹Ã „Ò¥–

(ii) Assertion (A) : The “Ctrl+Z” keyboard shortcut in MS Word is used to undo the last
action, including the insertion of bullets or numbering.

Reason (R) : “Ctrl+Z” in MS Word is the undo command, allowing users to revert
the document to its previous state, including the removal of recently
added bullets or numbering.

(A) Both (A) and (R) are true and (R) is the correct explanation of (A).
(B) Both (A) and (R) are true but (R) is NOT the correct explanation of (A).
(C) (A) is true but (R) is false.
(D) (A) is false but (R) is true.
(E) Both (A) and (R) are false.

∞‚‡Ê¸Ÿ (A) : “Ctrl+Z” ∑§Ë’Ê«¸U ‡ÊÊÚ≈¸U∑§≈U ∑§Ê ¬˝ÿÊª ∞◊∞‚ fl«¸U ◊¥ Á¬¿U‹Ê ∑§Êÿ¸ •Ÿ«ÍU ∑§⁄UŸ ∑§ Á‹∞
„ÊÃÊ „Ò, Á¡‚◊¥ ’È‹≈U •ÊÒ⁄U Ÿ¥’Á⁄¥Uª ∑§Ê ßã‚≈¸U ∑§⁄UŸÊ ÷Ë ‡ÊÊÁ◊‹ „Ò–

⁄UË¡Ÿ (R) : ∞◊∞‚ fl«¸U ◊¥ “Ctrl+Z” ∞∑§ •Ÿ«ÍU ∑§◊Ê¥«U „Ò ¡Ê ÿÍ¡‚¸ ∑§Ê ŒSÃÊfl¡ flÊ¬‚ ¬Ífl¸flÃ
•flSÕÊ ◊¥ ‹ÊŸ ◊¥ ◊ŒŒ ∑§⁄UÃÊ „Ò, Á¡‚◊¥ „Ê‹ „Ë ◊¥ ¡Ê«∏Ë ªß¸ ’È‹≈U •ÊÒ⁄U Ÿ¥’Á⁄¥Uª ∑§Ê
„≈UÊŸÊ ‡ÊÊÁ◊‹ „Ò–

(A) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ‚„Ë „Ò¥ •ÊÒ⁄U (R), (A) ∑§Ê ‚∆UË∑§ fláÊ¸Ÿ „Ò–
(B) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ‚„Ë „Ò¥ ¬⁄U (R), (A) ∑§Ê ‚∆UË∑§ fláÊ¸Ÿ Ÿ„Ë¥ „Ò–
(C) (A) ‚„Ë „Ò ¬⁄U (R) ª‹Ã „Ò–
(D) (A) ª‹Ã „Ò ¬⁄U (R) ‚„Ë „Ò–
(E) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ª‹Ã „Ò¥–

2
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(iii) Assertion (A) : Headers and footers in MS Word can only be applied to the first page
of a document.

Reason (R) : Headers and footers in MS Word can be set to apply to the first page,
all pages, odd pages, even pages or a specific range of pages.

(A) Both (A) and (R) are true and (R) is the correct explanation of (A).

(B) Both (A) and (R) are true but (R) is NOT the correct explanation of (A).

(C) (A) is true but (R) is false.

(D) (A) is false but (R) is true.

(E) Both (A) and (R) are false.

∞‚‡Ê¸Ÿ (A) : ∞◊∞‚ fl«¸U ◊¥ „Ò«U‚¸ •ÊÒ⁄U »È§≈U‚¸ ŒSÃÊfl¡ ∑§ ∑§fl‹ ¬˝Õ◊ ¬¡ ¬⁄U „Ë ∞å‹Êß¸ Á∑§∞ ¡Ê
‚∑§Ã „Ò¥–

⁄UË¡Ÿ (R) : ∞◊∞‚ fl«¸U ◊¥ „Ò«U‚¸ •ÊÒ⁄U »È§≈U‚¸ ∑§Ê ¬˝Õ◊ ¬¡, ‚÷Ë ¬¡, •ÊÚ«U ¬¡, ß¸flŸ ¬¡ ÿÊ ¬¡Ê¥
∑§Ë ∞∑§ πÊ‚ ⁄¥U¡ ◊¥ ∞å‹Êß¸ ∑§⁄UŸ ∑§ Á‹∞ ‚Ò≈U Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

(A) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ‚„Ë „Ò¥ •ÊÒ⁄U (R), (A) ∑§Ê ‚∆UË∑§ fláÊ¸Ÿ „Ò–

(B) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ‚„Ë „Ò¥ ‹Á∑§Ÿ (R), (A) ∑§Ê ‚∆UË∑§ fláÊ¸Ÿ Ÿ„Ë¥ „Ò–

(C) (A) ‚„Ë „Ò ¬⁄U (R) ª‹Ã „Ò–

(D) (A) ª‹Ã „Ò ¬⁄U (R) ‚„Ë „Ò–

(E) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ª‹Ã „Ò¥–

(iv) Assertion (A) : In MS Word 2007, letter, legal, A4 are the options available under
paper size in the page layout tab.

Reason (R) : In MS Word 2007, there is no default setting for paper size option.

(A) Both (A) and (R) are true and (R) is the correct explanation of (A).

(B) Both (A) and (R) are true but (R) is NOT the correct explanation of (A).

(C) (A) is true but (R) is false.

(D) (A) is false but (R) is true.

(E) Both (A) and (R) are false.

∞‚‡Ê¸Ÿ (A) : ∞◊∞‚ fl«¸U 2007 ◊¥ ¬¡ ‹•Ê©≈U ≈ÒU’ ∑§ •¥Ãª¸Ã ¬¡ ‚Êß¡ ◊¥ ‹Ò≈U⁄U, ‹Ëª‹, A4 •ÊÁŒ
Áfl∑§À¬ ©¬‹éœ „ÊÃ „Ò¥–

⁄UË¡Ÿ (R) : ∞◊∞‚ fl«¸U 2007  ◊¥, ¬¬⁄U ‚Êß¡ Áfl∑§À¬ ∑§ Á‹∞ ∑§Êß¸ «UË»§ÊÚÀ≈U ‚ÒÁ≈¥Uª Ÿ„Ë¥ „ÊÃË „Ò–

(A) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ‚„Ë „Ò¥ •ÊÒ⁄U (R), (A) ∑§Ê ‚∆UË∑§ fláÊ¸Ÿ „Ò–

(B) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ‚„Ë „Ò¥ ¬⁄U (R), (A) ∑§Ê ‚∆UË∑§ fláÊ¸Ÿ Ÿ„Ë¥ „Ò–

(C) (A) ‚„Ë „Ò ¬⁄U (R) ª‹Ã „Ò–

(D) (A) ª‹Ã „Ò ¬⁄U (R) ‚„Ë „Ò–

(E) (A) •ÊÒ⁄U (R) ŒÊŸÊ¥ ª‹Ã „Ò¥–
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9. State True or False (Any Two) : 2

(a) Headers and Footers in Word are used for displaying information like page numbers,
document titles or dates at the top and bottom of each page.

(b) Adding shading to a paragraph automatically changes its font color .

(c) The “Columns” feature in MS Word 2007 allows you to create only two columns per
page.

(d) When you are typing along and reach the bottom of a page in a Word document, a
page break will be inserted automatically.

‚„Ë •ÕflÊ ª‹Ã ’ÃÊ∞° (Á∑§ã„Ë¥ ŒÊ ∑§ Á‹∞) —

(a) fl«¸U ◊¥ „Ò«U‚¸ •ÊÒ⁄U »È§≈U‚¸ ∑§Ê ¬˝ÿÊª ¬¡ Ÿ¥’⁄U, ŒSÃÊfl¡ ∑§Ê ‡ÊË·¸∑§ ÿÊ ÃÊ⁄UËπ ¡Ò‚Ë ‚ÍøŸÊ•Ê¥ ∑§Ê ¬˝àÿ∑§ ¬¡ ∑§
≈UÊÚ¬ •ÊÒ⁄U ’ÊÚ≈U◊ ¬⁄U Á«USå‹ ∑§⁄UŸ ∑§ Á‹∞ „ÊÃÊ „Ò–

(b) ¬Ò⁄UÊª˝Ê»§ ◊¥ ‡ÊÁ«¥Uª ¡Ê«∏Ÿ ‚ ß‚∑§Ê »§Ê°≈U ∑§‹⁄U SflÃ— „Ë ’Œ‹ ¡ÊÃÊ „Ò–

(c) ∞◊∞‚ fl«¸U 2007 ∑§Ê ““∑§ÊÚ‹◊”” $»§Ëø⁄U •Ê¬∑§Ê ¬˝ÁÃ ¬¡ ∑§fl‹ ŒÊ ∑§ÊÚ‹◊ ’ŸÊŸ ∑§Ë •ŸÈ◊ÁÃ ŒÃÊ „Ò–

(d) ∞∑§ fl«¸U «UÊÚÄÿÍ◊¥≈U ◊¥ ¡’ •Ê¬ ≈UÊß¬ ∑§⁄UÃ ∑§⁄UÃ ¬¡ ∑§ ŸËø Ã∑§ ¬„È°øÃ „Ò¥, Ã’ ∞∑§ ¬¡ ’˝∑§ •ÊÚ≈UÊ◊ÒÁ≈U∑§ M§¬
‚ ßã‚≈¸U „Ê ¡ÊÃÊ „Ò–

10. Fill in the blanks (any 2) : 2

(a) Shortcut key for inserting a page break is __________.

(b) Shortcut key for starting print preview is __________.

(c) Shortcut key for closing a file is __________.

(d) Shortcut key for making the text left aligned is __________.

Á⁄UÄÃ SÕÊŸ ÷⁄¥U  (Á∑§ã„Ë¥ ŒÊ ∑§ Á‹∞) —

(a) ∞∑§ ¬¡ ’˝∑§ ßã‚≈¸U ∑§⁄UŸ ∑§ Á‹∞ __________ ‡ÊÊÚ≈¸U∑§≈U ∑§Ë ∑§Ê ¬˝ÿÊª „ÊÃÊ „Ò–

(b) Á¬˝¥≈U Á¬˝√ÿÍ ∑§Ë ‡ÊÈL§•ÊÃ ∑§⁄UŸ ∑§ Á‹∞ __________ ‡ÊÊÚ≈¸U∑§≈ ∑§Ë ¬˝ÿÊª „ÊÃË „Ò–U

(c) »§Êß‹ Ä‹Ê¡ ∑§⁄UŸ ∑§Ë ‡ÊÊÚ≈¸U∑§≈U ∑§Ë __________ „Ò–

(d) __________ ‡ÊÊÚ≈¸U∑§≈U ∑§Ë ‚ ≈UÄS≈U ∑§Ê ‹ç≈U ∞‹ÊßŸ Á∑§ÿÊ ¡Ê ‚∑§ÃÊ „Ò–

11. You need to create a list of steps for a recipe.  __________ list type would be most
appropriate for this purpose.

∞∑§ ⁄UÁ‚¬Ë ∑§ Á‹∞ •Ê¬∑§Ê S≈Uå‚ ∑§Ë ∞∑§ ‚ÍøË ÃÒÿÊ⁄U ∑§⁄UŸË „Ò–  ß‚ ©g‡ÿ ∑§ Á‹∞ __________ Á‹S≈U ≈UÊß¬ ∑§Ê
¬˝ÿÊª ‚„Ë ⁄U„ªÊ–

1
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12. __________ is an input device that can be used to move the pointer and select objects on the
display screen by directly pointing to the objects with the pen.

__________ ∞∑§ ßŸ¬È≈U Á«UflÊß‚ „Ò Á¡‚∑§Ê ¬˝ÿÊª ¬ÊÚß¥≈U⁄U ∑§Ê ◊Ífl ∑§⁄UŸ •ÊÒ⁄U Á«USå‹ S∑˝§ËŸ ¬⁄U ¬Ÿ ∑§Ë ‚„ÊÿÃÊ ‚
‚Ëœ •ÊÚé¡Ä≈U ¬⁄U ¬ÊÚß¥≈U ∑§⁄U∑§ Á‚‹Ä≈U ∑§⁄UŸ ∑§ Á‹∞ „ÊÃÊ „Ò–

13. Single spacing in a paragraph causes __________ line spacing. 1

(A) 10 - point

(B) 12 - point

(C) 18 - point

(D) 24 - point

¬Ò⁄UÊª˝Ê»§ ◊¥ Á‚¥ª‹ S¬Á‚¥ª ‚ __________ ‹ÊßŸ S¬Á‚¥ª ’ŸÃË „Ò–

(A) 10 - ¬ÊÚß¥≈U

(B) 12 - ¬ÊÚß¥≈U

(C) 18 - ¬ÊÚß¥≈U

(D) 24 - ¬ÊÚß¥≈U

14. Which function in MS Excel would you use to calculate the average of a range of numbers ?

∞◊∞‚ ∞Ä‚‹ ∑§ Á∑§‚ »¥§Ä‡ÊŸ ∑§Ê ¬˝ÿÊª •Ê¬ ‚¥ÅÿÊ•Ê¥ ∑§ ∞∑§ ⁄¥U¡ ∑§Ê •ÊÒ‚Ã ∑Ò§‹∑È§‹≈U ∑§⁄UŸ ∑§ Á‹∞ ∑§⁄UÃ „Ò¥?

OR/•ÕflÊ

Which function in MS Excel would you use to calculate the sum of a range of numbers ?

∞◊∞‚ ∞Ä‚‹ ∑§ Á∑§‚ »¥§Ä‡ÊŸ ∑§Ê ¬˝ÿÊª •Ê¬ ‚¥ÅÿÊ•Ê¥ ∑§ ∞∑§ ⁄¥U¡ ∑§Ê ÿÊª ∑Ò§‹∑È§‹≈U ∑§⁄UŸ ∑§ Á‹∞ ∑§⁄UÃ „Ò¥?

15. Give the keyboard shortcut that can be used to make the text center aligned. 1

≈UÄS≈U ∑§Ê ‚¥≈U⁄U ∞‹ÊßŸ ’ŸÊŸ ∑§ Á‹∞ ¬˝ÿÈÄÃ „ÊŸ flÊ‹ ∑§Ë’Ê«¸U ‡ÊÊÚ≈¸U∑§≈U ∑§Ê ’ÃÊ∞°–

16. Name the tab which allows you to adjust page margins, orientation and size in MS Word.

©‚ ≈ÒU’ ∑§Ê ŸÊ◊ Á‹π¥ ¡Ê ∞◊∞‚ fl«¸U ◊¥ •Ê¬∑§Ê ¬¡ ◊ÊÁ¡¸Ÿ, •ÊÁ⁄U∞¥≈U‡ÊŸ •ÊÒ⁄U ¬¡ ‚Êß¡ ∞«U¡S≈U ∑§⁄UŸ ∑§Ë •ŸÈ◊ÁÃ
ŒÃÊ „Ò–

OR/•ÕflÊ

Name the tab which allows you to Move or Cut text in MS Word.

©‚ ≈ÒU’ ∑§Ê ŸÊ◊ Á‹π¥ ¡Ê ∞◊∞‚ fl«¸U ◊¥ ≈UÄS≈U ∑§Ê ◊Ífl ÿÊ ∑§≈U ∑§⁄UŸ ∑§Ë •ŸÈ◊ÁÃ ŒÃÊ „Ò–

17. Name the tab and the group where can you find options for protecting worksheets and
workbooks in MS Excel.

©‚ ≈ÒU’ •ÊÒ⁄U ª˝È¬ ∑§Ê ŸÊ◊ Á‹π¥ ¡„Ê° •Ê¬ ∞◊∞‚ ∞Ä‚‹ ◊¥ fl∑¸§‡ÊË≈U •ÊÒ⁄U fl∑¸§’È∑§ ¬˝Ê≈UÄ‡ÊŸ ∑§ Áfl∑§À¬ Á◊‹Ã „Ò¥–

1

1

1

1
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SECTION - B/πá«U - π

18. Differentiate between system software and application software with example. 2

Á‚S≈U◊ ‚ÊÚç≈Uflÿ⁄U •ÊÒ⁄U ∞å‹Ë∑§‡ÊŸ ‚ÊÚç≈Uflÿ⁄U ∑§ ’Ëø •¥Ã⁄U S¬c≈U ∑§⁄¥U •ÊÒ⁄U ßŸ∑§ ©ŒÊ„⁄UáÊ ÷Ë Á‹π¥–

OR/•ÕflÊ

Differentiate between low-level languages and high-level languages with example.

‹Ê-‹fl‹ ‹Ò¥Çfl¡ •ÊÒ⁄U „Êß¸-‹fl‹ ‹Ò¥Çfl¡ ◊¥ •¥Ã⁄U S¬c≈U ∑§ËÁ¡∞ •ÊÒ⁄U ©Œ„⁄UUáÊ ŒËÁ¡∞–

19. Explain the difference between Save as file and Save as webpage in PowerPoint. 2

¬ÊÚfl⁄U-¬ÊÚß¥≈U ◊¥ ‚fl ∞$¡ »§Êß‹ •ÊÒ⁄U ‚fl ∞$¡ fl’¬¡ ∑§ ’Ëø •¥Ã⁄U S¬c≈U ∑§ËÁ¡∞–

20. Explain the purpose of main document in mail merge. 2

◊‹ ◊¡¸ ◊¥ ◊ÈÅÿ ŒSÃÊfl¡ ∑§Ê ©g‡ÿ ÁflSÃÊ⁄U ‚ ’ÃÊß∞–

21. What are plotters and where are they used ? 2

å‹ÊÚ≈U‚¸ ÄÿÊ „Ò¥ •ÊÒ⁄U ßã„¥ ∑§„Ê° ¬˝ÿÊª Á∑§ÿÊ ¡ÊÃÊ „Ò?

22. Write steps to duplicate a slide in MS PowerPoint. 2

∞◊∞‚ ¬ÊÚfl⁄U¬ÊÚß¥≈U ◊¥ S‹Êß«U ∑§Ê «ÈUÁå‹∑§≈U ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

OR/•ÕflÊ

Why do you need to hide a slide ?  Write steps to hide a slide in MS PowerPoint.

•Ê¬∑§Ê S‹Êß«U ∑§Ê Á¿U¬ÊŸ („Êß«U ∑§⁄UŸ) ∑§Ë •Êfl‡ÿ∑§ÃÊ ÄÿÊ¥ ¬«∏ÃË „Ò?  ∞◊∞‚ ¬ÊÚfl⁄U¬ÊÚß¥≈U ◊¥ ∞∑§ S‹Êß«U ∑§Ê „Êß¸«U
∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

23. What are compilers ?  Why are they needed in computers ?  What is the program generated
by the compiler after translation known as ?

∑§ê¬Êß‹⁄U Á∑§‚ ∑§„Ã „Ò¥?  ßŸ∑§Ë ∑§êåÿÍ≈U⁄U ◊¥ •Êfl‡ÿ∑§ÃÊ ÄÿÊ „Ò?  ∑§ê¬Êß‹⁄U mÊ⁄UÊ ≈˛UÊ¥‚‹‡ÊŸ ∑§ ’ÊŒ ¡Ÿ⁄U≈U „È∞
¬˝Êª˝Ê◊ ∑§Ê ÄÿÊ ∑§„Ê ¡ÊÃÊ „Ò?

3
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24. Explain the purpose of : 3

� Slides

� Handouts

� Notes Page

in “Print what” option of Print Dialog box in context of MS PowerPoint.

∞◊∞‚ ¬ÊÚfl⁄U¬ÊÚß¥≈U ◊¥ Á¬˝¥≈U «UÊÿ‹ÊÚª ’ÊÚÄ‚ ◊¥ ÁSÕÃ ∞∑§ Áfl∑§À¬ ““Á¬˝¥≈U √„Ê≈U”” ◊¥ ÁSÕÃ ßŸ Áfl∑§À¬Ê¥ ∑§Ê ©g‡ÿ fláÊ¸Ÿ
∑§ËÁ¡∞ —

� S‹Êß«˜U‚

� „Ò¥«U•Ê©≈˜U‚

� ŸÊ≈˜U‚ ¬¡

OR/•ÕflÊ

Explain the purpose of :

� Sentence case

� Title case

� Toggle case

in “Change Case” option of Text Formatting in context of MS PowerPoint.

∞◊∞‚ ¬ÊÚfl⁄U¬ÊÚß¥≈U ◊¥ ≈UÄS≈U »§ÊÚ◊¸Á≈¥Uª ∑§ •¥Ãª¸Ã ÁSÕÃ ““ø¥¡ ∑§‚”” Áfl∑§À¬ ◊¥ ÁSÕÃ ßUŸ ÃËŸ ∑§‚ ∑§Ê ©g‡ÿ fláÊ¸Ÿ
∑§ËÁ¡∞ —

� ‚¥≈¥U‚ ∑§‚

� ≈UÊß≈U‹ ∑§‚

� ≈UÊÚª‹ ∑§‚

25. Write down steps to create a data source using Mail Merge Helper. 4

◊‹ ◊¡¸ „À¬⁄U ∑§Ê ¬˝ÿÊª ∑§⁄U∑§ ∞∑§ «UÊ≈UÊ ‚Ê‚¸ ÃÒÿÊ⁄U ∑§⁄UŸ ∑§ S≈Uå‚ Á‹Áπ∞–

OR/•ÕflÊ

What is mail merge ?  Explain its uses.

◊‹ ◊¡¸ ÄÿÊ „Ò?  ß‚∑§ ©¬ÿÊªÊ¥ ∑§Ê fláÊ¸Ÿ ∑§ËÁ¡∞–

- o O o -


