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Data Entry Operations

(229)
Tutor Marked Assignment

alemduwll madss: 20

Max. Marks: 20
&0la]" (i) g0 CaldBKERUIEHR. DOMEEDLMEMo. BIEED CaldBIERUdER. CMEO

@ROI60D 20BLBHUE M@IB|igere’
Note: (1) All questions are compulsory. The Marks allotted for each question aregiven

beside the questions.
(i) e o EBSLIOMIIOM @RENGIZlTd @ m‘le@rage)s Gal@®, af)MEOIWBORM MU,

Al eal@, QlleH®@o ag)MIQU af) @S>

(i1) Write your name, enrollment numbers, Al name and subject on the first page of
the answer sheet.

®I6Y OBISOVICBIEBMMN aBOMSB:Bje BMMIOMEBOlL] OOHEEDLD H: 2

Answer any one of the following questions in about 40-60 words. 2

a) RO G@RQleHUM OalEIUIlg0em @d20elm’ e de:auégo']«s% BT HOO 66Sa]
©.21QQIM HEQH ollgDSEEME CLISERUS af) gD ( a1000 3)
Rahul wants to type a letter using his computer. Which application he can use forit ?
Write steps he should follow. ( Lesson 3)

b) @lWl 8@ enoaIBMY Hg" Do) GBS MoEBUEBMMN@IMPES CLISEERUY
Olow’ e06mdell cauooea%@(ﬁoom Af)EDOH ( 1000 3)
Nidhi has created a personal balance sheet. Write down the steps for protecting the
document as Read Only Document. ( Lesson 3)

@IOP OBHISOBICIEBIMN aBOMB:IRje BMVIOMERCl,] OOHEEODLD B 2

Answer any one of the following:
a) 8® adWERI candudWA dlemaineas alallw caigeEBud 2laY ©a1Qd: (al0002)

List the various steps to search for a file or folder. ( Lesson 2)
b) mlerges ade myesilod o am B g BejomIBmMGlnes caIgemRud

el &.01Q)d ( 1000 6)

List the steps to delete a worksheet from your workbook. ( Lesson 6)

@IOP OBISOTICIEBIMN aBOMSB:Bje BMMIOMEROlL] DODEEODLD H:
Answer any one of the following:

a) OO AlOQYMAQSS BIGENIDAOL GaHIBT BT af) D B> (a1000 3)
Write the keyboard shortcut keys of the following. ( Lesson 3)
() Replace
(ii) Print
(iii) Undo
(iv) Save
b) mleeBges cﬁa(n_lég(ﬂ(bﬁ @lam 8@ D@3 DLP@ISBMDI MBS QISEBRUB af) D>
( a1000 2)
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Write the steps to delete a file from your computer. ( Lesson 2)

4. @69 OBHIFODIAIERM aBe®®Ieje SMMlOMERCly] 100-150 QISR HEIT SCMEODLEDH

Answer any one of the following questions in about 100-150 words. 4
a)  af)oa)MV eBWIMe0 Ml wom MWD UB af)§DE  aldOo )6(
Write four important features of MS Word. ( Lesson 6)

b) Sl quIame EaIBI® ‘@’ e D@ (TYatily) @IS @RGIMBEO
Gal@AQIM @RYWaOlEBMe aNEaleM Cal@GAIQIMSS ARISEERUY af) gD H

aldooe ) 2(
Ria, created a file named “Ria” and now she wants to rename it. Write
steps to rename the file. ( Lesson 2)

5. ®IOY OBHISOBICIEBMN aBe®®:Rje BMIOMERCl,] 100-150 QEBHEIM DOmEEODLD &
Answer any one of the following questions in about 100-150 words
a) el alOQMAIYSS “LISEBRUY af) gD H> ( a1000 2)

(i) 8 camlealss GNIIBALA JEIUIEHIMD
(i) euemuiles &IV MVl (JEOUIlEnId

Write the steps for the following: ( Lesson 2)
(i) To apply border to a page
(i) To apply paragraph spacing

b) 8@ oMy allqy qydlasmailiess 2aIg6ERUd af)§D ( a1000 4)
Write the steps to create a nested list ( Lesson 4)

6. ®IOLOENISOBIGIEBIM G@oaoe%aoeag'l((s% ABOMBIBj BT GORE MQOIOIERSH

Prepare any one Project out of the following projects given below:
(a) ©I09PQSs «ISle B MY’ adflg” anelle® 6@ @ B:06MMlEBME(al000 6)

The table shows part of a spreadsheet file: ( Lesson 6)
A B c | D £ |
1 Tuck Shop
2 Item Cost price [ Selling price . Profit per Number in .
item stock
3 Mars Bar 0.40 045 0.05 176
4 Twix 0.38 0.44 0.08 135
5 M&Ms 0.85 0.78 0.13 124
6 | Bounty 0.42 0.51 | 009 45

(i) Voty WIQO O88 BHAVA]M Gal@ MmTB:H
(i) 8@ AV 6w Hdlod af@ QIEle:ud e’

(iii) 124 agam aw2g0 B@IgODBIElERMM eHaLaled eaVE3
0aNOMaV M@3L:H>

(i) Name the cell which has numeric data.
(i) How many rows are there in spreadsheet?
(iii) Give cell reference of cell which contains ‘124’
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8@ Gomilom Aidato A8 adtlo IO OBHIFEBMO

Following is the year wise result of a class:

A B C

1 Percentage of

2 |Year students passing
3

4 |2001 89.4
5 |2002 92.3
6 |2003 94.6
7

EDD AWOQQBS B@3 NIOA NIal TYUBMDIPSS *QIFEERUT af) gD

Write steps to create a bar graph of this data.
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