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Data Entry Operations
foreth sifeha qeaiehe =1
Tutor Marked Assignment

F 3 20
Maximum Marks: 20

frogufty: () @ v % s 3 sfRae 81 s v % o e Ay Ry gl

Note:

All questions are compulsory. The marks allowed for each question are given
beside the question.
(i) ST IRTHT F TIH Y IT FAL T 3T AIAT ATH, SATHATE ATAT Fvx FT ATH AT
fawT oo oreet W forfw
Write your name, enrolment numbers, Al name, and subject on the top of the
first page of the answer sheet.
FAaferfea & 9 et s oy w1 s s 2

Answer any one of the following:

a)  EA AYT FHEL F STANRT Fleh UF T 229 HIAT AT2al gl THH (0T ag Fl AT
UCATRT TEAHTA T Tohal 82 39 F200 &0 fored ST 37 9med w7 A0 |

(U135 2 T
Rahul wants to type a letter using his computer. Which application he can use for
it 7 Write steps he should follow. (See Lesson 3)
b) e T AR aod offe a9T1E 81 TEdTael &l (I ATl TedTasl 6 & H e Fd 6
=TT AT fore? (18 3 3@)
Nidhi has created a personal balance sheet. Write down the steps for protecting the
document as Read Only Document. (See Lesson 3)
Faferfea & 9 et o vy wr I ST 2
Answer any one of the following:
a)  TolY wree =T Wieex F @re & for e s=ont ff g= 1 a|r (97 2 39
List the various steps to search for a file or folder. (See Lesson 2)
b)  SIAT FAEAR/AH T & T FTIT=w/ahee T FeT & L0 &l AT FAT0]
(I3 6 3F)
List the steps to delete a worksheet from your workbook. (See Lesson 6)
FAaferfea & 9 et s vy v s s 2
Answer any one of the following:
a) fAEfete &t figre oiese Hoat fofem) (I3 3 3@)
Write the keyboard shortcut keys of the following. (See Lesson 3)
(i) Replace/f=ra/aast
(ii) Print/fz/qfaa &%
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(iii) Undo/sig/qdaa &<

(iv) Save/qa AT T
b) U FHET § THET WIS FT geId o 90N &l @0 | (975 2 3)
Write the steps to delete a file from your computer. (See Lesson 2)
4. TFafefea & & Gt v o1 ST TR 100-150 95&1 § <19TT | 4
Answer any one of the following questions in about 100-150 words.
a) THUH e &l A JHq@ fFemary o | (9TS 6 =)
Write four important features of MS Word. (See Lesson 6)
b) T “REm 99 | UF FEA IS AT AT a8 IAHT ATH TGAAT ATl gl FIS & 419
Faad & form =T forfe 2 (T 2 39)
Ria created a file named “Ria” and now she wants to rename it. Write steps to
rename the file. (See Lesson 2)
5. fRufafea @ & B o =1 1 ST T 100-150 or=&t § <o) 4
Answer any one of the following questions in about 100-150 words.
a) A=t % o = fofew (TS 2 W)

(i) U 9T FET A & oI
(i) AT TATET AN FA & g
Write the steps for the following: (See Lesson 2)
(1) To apply border to a page
(1)) To apply paragraph spacing
b)  TAEEE AT FAT & =0T T 2 (I3 6 3F)

Write the steps to create a nested list (See Lesson 4)

6. =&Y T g § A i uw R AR fifvm)

Prepare any one Project out of the following projects given below: 6

(a) TG ATICIHT Uk BIeeie wrsar &7 fgeaT kamwdil g : (U1 6 3W)
The table shows part of a spreadsheet file:

A B C D E
1 Tuck Shop
2 Item Coslt price Selling price Profit per Number in
item stock

3 Mars Bar .40 0.45 (05 176

4 Twix 0.38 044 08 135

5 MEMs 0.85 078 13 124

& Bounty .42 .51 (09 45
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(i) 3T T F7 AT P B deares didbs 2 |

(i) =9 sreefie # fraet 9f~eat g2

(iii) SH T T A THH & (oT6H '124' BT

(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’

(b) Fmrferfera u Fear 1 adear e g

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

= ATRET T U A UTF T F =207 o |
Write steps to create a bar graph of this data.
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(See Lesson 6)
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