STET TdT AT
(229)
Data Entry Operations
foreres sifera i o=
Tutor Marked Assignment
TQUT U7 : 20
Maximum Marks: 20
feoqofY: (i) A9 9eA A= SMaEE 3R . U A O AT GAREE g9t 3R

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

(i) TIEmAl SOvubeen ue UHEd 39T Fe0Thdid, T1d, ST SheMhd Jied aaom
HTE, T e G 1 g [ savasd 3ie.
Write your name, enrolment numbers, Al name, and subject on the top of the
first page of the answer sheet.

1. TI3%! BTl TH IR 3 ¥0-50 I foel. 2
Answer any one of the following:

a) B ATAT HUGET AU HEA UH UF U HEE . Il A B SFI9ET

(aae™) aus  g&dl! FWel a &E gdl FHTAl @ d (o,

(FRT01 R TRT)
Rahul wants to type a letter using his computer. Which application he can use for
it ? Write steps he should follow. (See Lesson 3)
b) FEM Jafth® Teas (Fa9 die) TW & e, &Hde ey sauas (T2 3w Sagie)
UM XU Hed HTUArTel urg-a1 forel . (9T 3 U
Nidhi has created a personal balance sheet. Write down the steps for protecting the
document as Read Only Document. (See Lesson 3)
2. WIM3%! BTl TH IR IO ¥0-50 A= forel. 2
Answer any one of the following:
a)  WIEA (bl Bies? INGITAT! HF B il HIEl AT o (el . (97T R TET)
List the various steps to search for a file or folder. (See Lesson 2)
b) % JHAYT dDNe geauaren (f2@ie) ATl F & FHl HIAT AT ¢
(I & URT)
List the steps to delete a worksheet from your workbook. (See Lesson 6)
3. TEMUdl BTl THl 99rd IaT fofel. 2
Answer any one of the following:
a) Tl ol FHAaTel BHi-aieaiid Bl dedhe ol araid ! (U7 3 TR
Write the keyboard shortcut keys of the following. (See Lesson 3)
(i) Replace/
(i) Print/f=
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(iii) Undo/ 313

(iv) 59 (9T &)
b)  TIHMYT WIEd [Swle HTTAMATS HIF Fdl HIEAT AN d foral . (970 R UET)
Write the steps to delete a file from your computer. (See Lesson 2)
4. Tl HUETE! TH I IR 200 § 240 T ferer. 4
Answer any one of the following questions in about 100-150 words. 4
a) UAUA 9=d] 97§ ey forer. (T & TET)
Write four important features of MS Word. (See Lesson 6)
b) Fam ‘Rar @R Uk GEA aqddl e A [ T A9 aeded . wEad -
TEEIITATE] & Fdl BUel @Nd d forel . (T R TR
Ria created a file named “Ria” and now she wants to rename it. Write steps to
rename the file. (See Lesson 2)
5. Tliaen! HUIETE! TH ISa W 200 § 240 I forer. 4
Answer any one of the following questions in about 100-150 words. 4
a) T oo el Aavad gl o (CEZUIRRCE)
(i) U= ar=? @mEn
(ii) URTI TR <07
Write the steps for the following: (See Lesson 2)

(i) To apply border to a page
(i) To apply paragraph spacing

b) = @ TN BT UF-AT ol (I & UET)
Write the steps to create a nested list (See Lesson 4)
6.  TTAAD! BVl U Yhed 9T 7.
Prepare any one Project out of the following projects given below: 6
(a) T qleTel Tanl =1 Bigerdl [ g4ifad .: (I & URT)
The table shows part of a spreadsheet file:
A B c D E ‘
1 Tuck Shop
2 Item Cost price Selling price Profit per Number in
item stock

3 Mars Bar .40 0.45 008 176

4 Twix .38 0.44 008 135

5 M&Ms 0.85 078 013 124

(-] Bounty 0.42 0,51 0,09 45

(i) T=E 22T AT Jerd T forar .

(if) == Y=oiened fondl s=en sl () 3ed !

(iii) ‘2%’ 317 feifeciean foman A Fed 1.

(i) Name the cell which has numeric data.

(i) How many rows are there in spreadsheet?

(ii) Give cell reference of cell which contains ‘124’ (See Lesson 6)
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(b) TehT T SUMER MehTd Tl 371 .

Following is the year wise result of a class:

A B C

1 Percentage of

2 |Year students passing
=

4 2001 89.4
5 |2002 92.3
6 2003 94.6
7

I HIRdl ST MYerd (Bar graph) 8T HI0ATATS! Ur-31 fofat.

Write steps to create a bar graph of this data.
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