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Data Entry Operations
(229)

Torerer ifera goaieR-ux
Tutor Marked Assignment
A FAh : 20
Max.Marks: 20
femuft : () @ g ® SW W AEE T TSE Y F o 3@ A feu T €

Note : All questions are compulsory. The Marks allotted for each question are given
beside the questions.
(i) S YR & YoM Y53 T YY1 AW, STl , ST = o1 A IR faw ww
=l 7 fafau)

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

answer sheet.

1. frfafad s o 9 fodt & 997 &1 SW S 2
Answer any one of the following questions.
(a) HIR AM AR SHF TH W TH A g (We-1 3W@)
Write a note on Computer language and its Classification. (See Lesson 1)
(b) FHX ¥ HEA A Hice &l FH & =01 @] (I8-2 3W)
Write down the steps to delete a file or folder from the computer. (See Lesson 2)
2. Trafafea geai 9 9 fFdll T 79 1 SW 3N 2
Answer any one of the following questions.
(a) 9 9 ¥ ®er & fordl q SuEm &l o) (W8-3 <)
Write any two uses of ruler in Word Program. (See Lesson 3)
(b) Fr=fafeaa &1 auiF &< (I8-2 TW)
Describe the following: (See Lesson 2)
(i) daEEa fa=
Recycle Bin
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3.

(i) feafen g (Tw FEEHE BieT)

Quitting a Programme

frfafed gvi ¥ § fRet T 999 &1 S Sl
Answer any one of the following questions.
(a) uRwfom %: (i) Afemfememeie (i) @ iR dfear e
Define: (i) Navigating worksheet (i1) Insert cells and rows
(b) == % fou widshe = €2
What are the shortcuts for selecting.
1) TH WIS
A whole word
() T R
whole paragraph
(iii) 9IS <hiel
Cutting the text

(iv) TEES ROl

Printing the document

frafafad et § 9 fvdl T 999 &1 SW ifSu)

Answer any one of the following questions.
(a) THgH & fou TEeE 92w & foau = o
Write the steps to Set a password for a Workbook.
(b) = & fH=t U9 wehi & F&T H THIAW|
Explain briefly any five components of a chart.
Frafafea gei 9 9 fFel T 79 &1 SW N
Answer any one of the following questions.
(a) T #T TEed ¥ &R & &g (o) & &9 | %4 6|

How do you insert a picture bullets in slides.
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(Te-6 W)
(See Lesson 6)
(U4 @)
(See Lesson 4)

(Te-6 W)
(See Lesson 6)
(Te-8 W)
(See Lesson 8)

4

(-9 TH)
(See Lesson 9)
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(b) ‘e Thet' U $ Thel FIAAINTA 1 SEISH HL @ 8| Thet Hi LS FH hi T
I SIYR fesiEs & el o) W Sig 9 orel fefeied foemes @ el &1 7eg &
(US-4 W)

“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) TEhem, W ‘T Kaq' M & WY IWES HI ol
Save the document with the name "Sports Day" on desktop.
(i) <ES H g € S|
Add the page border to the document.
(iii) g3 T geoyfH ¥ T S|
Add colour to background of the page.
(iv) TIE &l 4 W I H |
Set the margins to .4.
(v) 39 g I & U setie 9 srewas st 1 wie)

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

6. = < TE ufEeEe § ¥ i UEh 9REe SRy 6
Prepare any one project out of the following projects given below.
(a) TS Tie sC iR fFrefafead g &1 3w < (Ts-8 2H)
Create an Excel sheet and answer the following questions: (See Lesson 8)
B C D E F
ABC Grocery Shop
Sno Item Qty Rate Tatal

1 |Soap 23 10

- d Detergent 24 45

5 3 Tooth Paste 8 12

' 4 Dettol 12 10

) Butter 12 14

8 6 Refined 16 10

(i) ST M ST IR FEA B G B

Create the above sheet and save the file.
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(i) 91 E3, ¥ ®Men fad, |a ¥ T S Qty * X HI A wH H o)
Write the formula in cell E3, to calculate the total amount which is Qty* Rate.
(iii) sfyeRad qty gfsd &E & fau, 96 C3 ¥ wHen fa@|
Write the formula in cell C3, to print the maximum qty.
(iv) 9% U9 W AEeH & WY R & 91 9L o1 H & fau =wor foad]

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

(b) ‘‘feT fawa’ W T UERdEe T 99| 394 H=fafad (T-Ts TEs) i

BT =fEW: (W8-9 3@)
Create a PowerPoint presentation on “Operating Systems”. It must include the following
(one slide each): (See Lesson 9)

() SiRfin faew w1 22 3o fou 38 S
What is operating system? Add the image for the same.
(i) sRfen faem & yoRr
Types of Operating System
(iii) FHXR ARfeT foaeeq
Computer Operating System
(iv) wemge AT faeeH
Mobile Operating System
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