TIET TSl 3MRoTE
Data Entry Operations
(336)

Rrerer sifera geaierT-ux
Tutor Marked Assignment

HA 3h ¢ 20
Max.Marks: 20

feuoft : @) @t g ® S A fEd B TEE I % 3Ee 9e fRu U @)

Note : (1) All questions are compulsary. The marks allotted for each question are beside the

2.

questions.
(i) ST IR & JIH I8 W HW HI 3R YA AM, STIhHIh, I %= H M
IR famg o= w=xi o fafeu)
Write your name, enrollment number, Al name, subject on the top of the first page of the
answer sheet.
frafafed oo # @ fordlt T U9 H1 ST AT 40-60 IR H e 2
Answer any one of the following questions in about 40-60 words.
(a) SR w2 fheT 3R o ST Y & = . A 872 (W3 1 W)
What is the difference between laser jet printer and inkjet printer? (See Lesson 1)
(b) R U F WX W T Gfara o faf@u) (T8 1 TW@)
Write a short note on light pen, plotter. (See Lesson 1)
frafafed oo # @ frdt T U9 H1 ST AT 40-60 IR H e 2

Answer any one of the following questions in about 40 to 60 words.
(a) foeio sifRfen fown ¥ tF T wiee o9 & fau =xor fom) (WS 2 W)

Write the steps to create a new folder in Windows operating system. (See Lesson 2)

(b) Gt FId et TreT o T FHX WHIEH & T4 | S F @ 21 98 TS B9
ol 1 SERA el Tedl 81 36 & & fau emayas a3’ =R #4172
(U8 2 W)
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4.

78

Miiss Kirti is working as a computer professional in an organisation. She wants to uninstall the

software Adobe Photoshop. What are the tools and steps required to do the same?

(See Lesson 2)

frefafeg oo § 9 fodt w99 1 S <ifem) 2

Answer any one of the following questions.

(@)

(b)

Y] STYT STEETHS IR K3 21 39 STEETHe i a1 & foiu o9 fore wigeaay &1
SYAM HAT? (W3 3 W)

You have to prepare your assignment. Which software will you use to create this assignment?
(See Lesson 3)

Hiepian e & enfdal 3 Tauy o€ 1 ST wie Tw IR GAR TR #1 9 U
FI FE Jiad o1 T © SR S T Thot & fafu= Aifew et # wfela #w =wd
gl frefafea & fau feg yer #1 fHX g 1 emewaswar 22 (WS 3, 4 3W@)

The students of the cultural club had prepared a poster using MS Word. They want to take
multiple copies of the poster, to display it in various notice boards of their school. What are the

printer settings required for the following:
G 10 T 9ot gisa +3 & fom
To print 10 coloured copies-

() UK B I TR & TR IR AfEiyE A gfsd @ % faw

To print the poster in different paper size and orientation. (Lesson 3, 4)

frefafed oo 5 9 fhdl T 991 &1 IW SN 4

Answer any one of the following questions.

(@)

T xyz WS o1 Feieeh HSHe =16 0N Y @l 81 o8 UH i & oy -
HT HE G TIPS w1 IUEM wEn? g9 =)ot fore (W3S 6 W)

The manager of a Xyz organisation is preparing the organizational chart. Which feature of MS-

Excel he / she will use to do so? Also write the steps for this. (See Lesson 6)
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(b) HIEE vidHe TN 9T F9d 21 = fomamsti & T PowerPoint e viidere ford:

(T3 9 W)
Keyboard shortcuts save our time. Write the PowerPoint keyboard shortcut for the following
actions:
() & WEE Y& HE & fag
To begin new slide.
(i) W A B wGgH ® g
To promote list items. (See Lesson 9)
5. Trafafed i 9 9 fordt w e o1 3w s 4

Answer any one of the following questions.

(a) o @ ATl TH e FeT § 1 B 98 Tetie | C'Afewe afded’’ % an |
Wil T ® B 9 9 GRAfE Sl -0 1 SUEN ik @S U fofeh s 9 =med
&1 ST A TSl mrshiva@mss.com 81 39 %1 % fow 98 {9 =101 &1 90 %41, 39
fomR ¥ @) 37 3-9a 90 & ®uHe «ff o (I3 10 3E)

Mr. Shiva Mangal is working in a business organization. He is searching about "medical surgicals"

in internet. He wants to send the searched links using e-mail to his colleagues. His email id
mrshiva@mss.com. Write the steps in detail enlisting the sequence he will follow for this assigned

task. Also write the components of his e-mail address. (See Lesson 10)

(b) () WK THIE ¥ e Tk T ahe oM & AU Mewasm weH o 22
(T3 6 W)
What are the steps required to insert a new worksheet before existing worksheet?
(See Lesson 6)
() <9 wiog & fafa= YR SHA-%F ¥ €7 T8 ST % ey | forg)
(TS 3, 4 W)
What are the various types of tab stops? Write in brief the uses of it.

(See Lesson 3,4)
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6. = 3 T RASTET H ¥ HE TH IRANHE AR 6
Prepare any one project of the following projects given below.

(a) Tl AfUHTS GEHl (Thei/hicyds MfE) 7 3T FHR Fead (LAN) T@ifud # fag
g1 3T oE-ve &1 fRdt o Tt Heen W WY iR frfafad S TR

(I3 3, 10 M)

Today most of the institutions (school/college/bank etc.) have set up their own computer networks

(LAN). Visit any such institution in your neighbourhood and collect the following information:

(See Lesson 3 and 10)

() LAN W feq swrged i g&
Number of computers on LAN.

(i) @M LAN S0 9@ SE1 83N 272
Is the LAN connected to Internet?

(i) TFH THR & eEE HIRME &1 AW w1 @1 e?

What type of Internet connection is being used?

(b) o T& FUR FENfER % Wew W Tk PowerPoint T&fd S| 360 (T TS T
fomi w g =fEw) (U8 9 )

Create a PowerPoint presentation on "Importance of ICT". It must include the following (one

slide each): (See Lesson 9)
@ ICT = 87
Whatis ICT?
() ICT® S9FmI
Uses of ICT.
(i) ICT =T HEd|

Importance of ICT.
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