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MkVk ,UVªh vkWijs'kUl
Data Entry Operations

(229)

f'k{kd vafdr ewY;kadu&i=k

Tutor Marked Assignment

dqy vad % 20

Max.Marks: 20

fVIi.kh % (i) lHkh iz'uksa ds mÙkj nsus vfuok;Z gSaA izR;sd iz'u ds vad mlds lkeus fn, x, gSaA

Note : All questions are compulsory. The Marks allotted for each question are given

beside the questions.

(ii) mÙkj iqfLrdk ds izFke i`"B ij viuk uke] vuqØekad] vè;;u dsUnz dk uke vkSj fo"k; Li"V

'kCnksa eas fyf[k,A

Write your name, enrollment numbers, AI name and subject on the first page of the

answer sheet.

1- fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,% 2

Answer any one of the following questions.

(a) daI;wVj Hkk"kk vkSj mlds oxhZdj.k ij ,d uksV fy[ksaA (ikB&1 ns[ksa)

Write a note on Computer language and its Classification. (See Lesson 1)

(b) daI;wVj ls iQkby ;k iQksYMj dks gVkus ds pj.k fy[ksaA (ikB&2 ns[ksa)

Write down the steps to delete a file or folder from the computer. (See Lesson 2)

2. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 2

Answer any one of the following questions.

(a) oMZ izksxzke esa :yj ds fdlh nks mi;ksx dks fy[ksaA (ikB&3 ns[ksa)

Write any two uses of ruler in Word Program. (See Lesson 3)

(b) fuEufyf[kr dk o.kZu djsa% (ikB&2 ns[ksa)

Describe the following: (See Lesson 2)

(i) jhlk;dy fcu
Recycle Bin
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(ii) fDofVax izksxzke (,d dk;ZØe NksM+uk)

Quitting a Programme

a3. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 2

Answer any one of the following questions.

(a) ifjHkkf"kr djsa% (i) usfoxsfVaxodZ'khV (ii) lsy vkSj iafÙkQ;ka Mkysa (ikB&6 ns[ksa)

Define:  (i) Navigating worksheet (ii) Insert cells and rows (See Lesson 6)

(b) p;u ds fy, 'kkWVZdV D;k gSa\ (ikB&4 ns[ksa)

What are the shortcuts for selecting. (See Lesson 4)

(i) ,d iwjk 'kCn

A whole word

(ii) iwjk iSjkxzkiQ

whole paragraph

(iii) ikB dkVuk

Cutting the text

(iv) nLrkost eqæ.k

Printing the document

4. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 4

Answer any one of the following questions.

(a) odZcqd ds fy, ikloMZ lsV djus ds fy, pj.k fy[ksaA (ikB&6 ns[ksa)

Write the steps to Set a password for a Workbook. (See Lesson 6)

(b) pkVZ ds fdUgh ikap ?kVdksa dks la{ksi esa le>k,aA (ikB&8 ns[ksa)

Explain briefly any five components of a chart. (See Lesson 8)

5. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 4

Answer any one of the following questions.

(a) vkxs dh LykbM~l esa rLohj dks fcanq (cqysV) ds :i esa dSls MkysaA (ikB&9 ns[ksa)

How do you insert a picture bullets in slides. (See Lesson 9)
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(b) ^,chlh Ldwy* ,d baVj Ldwy izfr;ksfxrk dk vk;kstu dj jgk gSA Ldwy dh LVwMsaV desVh dks blds
fy, czks'kj fMtkbu djuk gksxkA cSuj ij tksM+s tkus okys fuEufyf[kr fodYi ls Nk=kksa dh enn djsa%

(ikB&4 ns[ksa)

“ABC School" is organising an Inter School competition. The Student Committee of the

school have to design the brochure for the same. Help the students with the following

options to be added on the banner: (See Lesson 4)

(i) MsLdVksi‚ ij ^[ksy fnol* uke ds lkFk nLrkost dks lgstsaA

Save the document with the name "Sports Day" on desktop.

(ii) nLrkost esa i`"B lhek tksM+saA

Add the page border to the document.

(iii) i`"B dh i`"BHkwfe esa jax tksM+saA

Add colour to background of the page.

(iv) gkf'k, dks -4 ij lsV djsa A

Set the margins to .4.

(v) bls lqanj cukus ds fy, baVjusV ls vko';d Nfo;ksa dks tksM+saA

Add the printable images from the internet to make it beautiful.

6. uhps nh xbZ ifj;kstukvksa esa ls dksbZ ,d ifj;kstuk cukb,A      6

Prepare any one project out of the following projects given below.

(a) ,Dlsy 'khV cuk,a vkSj fuEufyf[kr iz'uksa dk mÙkj nsa% (ikB&8 ns[ksa)

Create an Excel sheet and answer the following questions: (See Lesson 8)

(i) mijksÙkQ 'khV cuk,a vkSj iQkby dks lso djsaA

Create the above sheet and save the file.
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(ii) lsy E3, esa iQkewZyk fy[ksa] dqy jkf'k gS tks Qty * nj dh x.kuk djus ds fy,A

Write the formula in cell E3, to calculate the total amount which is Qty* Rate.

(iii) vf/dre  qty eqfnzr djus ds fy,] lsy C3 esa iQkewZyk fy[ksaA

Write the formula in cell C3, to print the maximum qty.

(iv) okbZ ,fDll ij vkbVe ds lkFk nj dk ckj pkVZ cukus ds fy, pj.k fy[ksaA

Write the steps to create the bar chart of the rate with item on y axis.

(b) ^^vkWijsfVax flLVe** ij ,d ikojikWbaV izLrqfr cuk,aA blesa fuEufyf[kr (,d&,d LykbM) 'kkfey
gksuk pkfg,% (ikB&9 ns[ksa)

Create a PowerPoint presentation on “Operating Systems”. It must include the following

(one slide each): (See Lesson 9)

(i) vkWijsfVax flLVe D;k gS\ blds fy, best tksM+saA

What is operating system? Add the image for the same.

(ii) vkWijsfVax flLVe ds izdkj

Types of Operating System

(iii) daI;wVj vkWijsfVax flLVe

Computer Operating System

(iv) eksckby vkWijsfVax flLVe

Mobile Operating System


