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Data Entry Operations
(336)
fR1aTer 3ifhd oAb U
Tutor Marked Assignment
Fel 3 20
Max. Marks: 20

feoaoft: (i) TN gt F IR A AFIT & TRAS U & 3P 3qD THAS T 0 )

Note:

All questions are compulsory. The marks allowed for each question are given
beside the question.

(ii) TR GREdeT & UUYH g8 W FUX AT 3R 3HUAT A1H, 3HeJshATD HeITA
Feg @ A ’R v Tuw et # fof@w)

Write your name, enrolment numbers, Al name, and subject on the top of the
first page of the answer sheet.

Aafaf@a & & Fl T U &1 3T T 40-60 QAeei F EIfST] 2

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

&Ueh A Teh $Igel "STUDENT" Tel$ 3R 38 g Hlos{ "SCHOOL" & 3 @Ml $©
el & 91 I "STUDENT" WISd Wicldl dTedl & offched dg 3 BISel ol Jel TATT
HT I &1 " STUDENT" TSl Pl Wi & Xl &l fafEm| (UT5-2 3%)

Deepak has created one file “STUDENT” and kept this under another folder
“SCHOOL”. After few days he wants to open the file “STUDENT” but he forgot
the exact location of the said file. Write down the steps to locate the file

“STUDENT”. (See Lesson-2)
b o vew & aftwd(eedad) iR aReicca(@ifds) &g ar ¥ 31T
AT 2 (Ur3-3 W)

What do you mean by vertical and horizontal scroll bars in word processor?
(See Lesson-3)

Aafaf@a & & fpdll T U &1 3aT 9T 40-60 Acel A AT 2

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

a) TR BISd AT Bles & ATH dgold & Tou AR RO H Faiag HiAv|

(U132 &)

List the various steps to rename a file or folder. (See Lesson-2)

b) I T IR FUT T & ALY IR TUE Hifa| (UT3-6 &)

Differentiate between move cell, and copy cell. (See Lesson-6)

AT d @ fFEl Teh TS &1 3e o97979T 40-60 Al H iaiw iforw] 2
Answer any one of the following question in about 40-60 words.

a) TFfafad & das aicwe Fioar fET| (UT5-3 &)

Write the keyboard shortcut keys of the following. (See Lesson-3)
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(iy @ Hfear / All Caps
(i) PIeTH & 3T H T/ Go to end of column

(i) Fole FaT oW HITSTT/ Apply bulleted list
(iv) Bice %& / Font Face

b) @R IR 3TN Ied W H Th & HYX & FEAATT I ol TS J Th
SIS aar™T ¥ 3T TP W "NOTES" & & H Heoll &l I8 B &l
HUAT g5 3N qER @ G T@AT el &1 MS-WORD gRT UeTel &t giaar
RO A TAfaT|

(U13-2 39)
Sachin and his sister use the same computer at home. Sachin has created a

document, and saved as "NOTES" on the desktop. He wants to keep the file safe
from his sister and others. Write the steps for protection feature provided by MS-

WORD. (See Lesson-2)

4. fArafaf@a # @ R t usr &1 3a «97999T 100-150 Al # S| 4
Answer any one of the following questions in about 100-150 words.

a) MS-EXCEL # fadwamne fafaw) (UTS-6 &)

Write down the features of MS-EXCEL. (See Lesson-6)

b) TRET SETdS P FIaT & fow for v urges @ FAMRAT P & TN B

fof&m| (U13-2 39)

Write the steps to modify the given password to protect a document.
(See Lesson-2)

5. fAeafaf@a & 4 Fd T U T 3 oHTHIT 100-150 Qedi #H S| 4
Answer any one of the following questions in about 100-150 words.
a) farea f9a & o ik @fadt o AR @ Tuy Hifav) (UIs-2 ¢W)

Explain in detail the advantages and disadvantages of recycle bin.
(See Lesson-2)

b afie # Peafef@a & for wof & i@l (UT5-6 &)
1) ghdie afdde & & forw

2) @, A(UTRH) T PierdA(FTFH) ufase - & fou

Write the steps for the following in the worksheet (See Lesson-6)
(i)  To navigate the worksheet

(i) To enter a cell, row, and column

6. o & S aRASART F ¥ P v aRATar IR HifFw) 6
Prepare any one Project out of the following projects given below:
a) & QU T fgsit & IFER vh T qamsT:
e Tfic gtecdR & T a5 Bed d9BT| dF I HH 15 afdat &
HeJshaATeh, UUH A, 3ifAA A, Sea Al e &1 a1, AT &1 93 o
3T & Repis/AfEd HIfaw|
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o TUEd 2 TamfdAt & fow "s001" 3R "S002" F T H IFIHAG Gof DT
Ay Tt & gehaAier R & fow 3ifaifher giaur &1 sy HifSw|

. waﬂs?ﬁ'caﬁ "Student.xls" P FT H FefAT|

o % gl AT HfST 3R FaAM: “Periodical test I" 31X "Periodical test II" &
¥ H A dEfa]

o UIRAIRE cre 1admiic & Hras & 3uaer e fTarft owsa & o
R, g a1 3R A AT BicdH & AT U TEH Iasu|

o UIRAREE ¢cre 1adefic &, o Nwsd A d Jda), g a& 3R 3ifas
A1 Bt & T G a9 & U A3g &1 3uAer Hifew | (Urs-6 W)

Create a spreadsheet according to the points given below:

° Record the data like Roll No., First Name, Last Name, Date of Birth,
Father's Name, Mother's Name for at least 15 students.

° Enter Roll No as “S001” and “S002” for first 2 students. Use Autofill
feature to fill remaining students roll nos.

° Save this worksheet as "Student.xls"

. Specify the new worksheet, and rename as "Periodical test 1", and
"Periodical test II" respectively.

° Make a reference for the Roll Number, First Name, and Last Name columns
from the Student Profile using the keyboard in the Periodic Test I
worksheet.

° In the Periodic Test II worksheet, use the mouse to make reference for the
Roll Number, First Name and Last Name columns from the Student Profile

(See Lesson-6)

b) EEAS B UgY ¥ FIAT @ b v wolt @ oty (UT3-2 &)
(i) Frer gEdmEast Y Pad Ued & foT gEdEST & FT H AT Bl
(ii) TREr qEaTaSt 6T glaT & fou fu v grgead G e
Write down the steps to protect the document from accessing. (See Lesson-2)

(i)  Protecting a document as Read only document
(i) Modifying a password given to protect a document
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