3TET UET 3TIRLT
Data Entry Operations
(229)
fRreTeh 3ifehc ediheT U
Tutor Marked Assignment

Fel 37eh: 20
Maximum marks: 20

feoqufY:
Note:

i. gl ged AT €1 U W & fAIT 3afed 37 U2at & a1y Ru v g

All questions are compulsory. The marks allotted for each question are given alongside the

questions.
ii. 3R Gl & JUH I5& G 3T ATH, HATHIhel TEAT, HETTT ehe; T A6 3N fawT
forg|
Write your name, enrolment number, Al name and subject on the first page of the answer
sheet.
1. frafafad ueat & & fFe U T 3% S9T87eT 40-60 A=l H AT | 2

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

i, Thdl o Ueh SEATAST ST T § 3R I8 3H cEATd ol I gi’l & FIIaTeT [T drgclt
&1 SEATAS I gAY @ GREd W & forw =vor forgd | (U735 3 )
Ekta has created a document and she wants to protect that document from

unauthorized access. Write down the steps to protect the document.
(See Lesson 3)

ii.  31feIer o eIl & Teh WIS gl &1 & 3R 98 3H §rS 15 BISel ! LAEANIA
AT TG & | §ETS IS ISl hl [T et o =RoT ff@T | (IS 2 3)
Anil has deleted a file accidently and he wants to restore that deleted file. Write
down the steps to restore the deleted file. (See Lesson 2)

2. REafaf@a ueat & O fod) Teh ol 3a 918197 40-60 e & EIfST | 2

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

i, YA A U e fo@r § 3R 38 "9aAq" BISd ATH & eTddel & & H gl gl
d€ SUH S Jeelld HleAT AT6d &. HIS[AT STl hl Wl & TROT I ford |
(915 3 W)
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Pravesh has written an application and saved it as a document with the file name
“Pravesh”. He wants to do some changes in it. Write down the steps to open the
existing document. (See Lesson 3)

ii. 3120 Teh &l ETeR & 3R I8 FolTH &1 ST TR e & [T Teh TSN Fallelr
e &1 I8 39 91 T T 31THAT H ¢ T 98 O F 7T g T 3T TER T
Hohdll §| ST TR o T & ford. (IS 6 W)
Aisha is a class teacher and she wants to create a spreadsheet to store the details of
the class. Write the names (only) of the various data types she should use in order to

store the details like name, age, mobile no., email etc. (See Lesson 6)
3. TAFITd el 7 & fohdT Ueh T 3R SI9THIT 40-60 2TsaT H SIToIT | 2
Answer any one of the following questions in about 40-60 words.
i. eEfafad i aiche Hiear fafae) (UTS 3 SH)
Write the shortcut keys of the following. (See Lesson 3)
a) Cut/hICaT

b) Left alignment / T Q0T
¢) Print Preview / € q@‘lﬁ?ﬂﬂw_o-l'

d) Help /"aradr

ii. Wwaéﬁaﬁtwmww%l g Hlo[er deheh H Teh 5 dehsfie Felrel
g B mmaaamﬁaéaésaﬁtmﬁﬁwaﬁrmﬁw

(UTS 6 W)

Rahul is working on a worksheet in a workbook. He wants to create a new

worksheet in the existing workbook. List the steps to insert the new worksheet in the

existing workbook. (See Lesson 6)

4. frafaf@a geat 7 & Rt v T 3a 9799 100-150 2rser & ST | 4

Answer any one of the following questions in about 100-150 words.

i. el i 3R G Ment & AL Teh 937 qehelic R H1H T T &, dheiie i
ThTel R & & oIS I &7 SUaT| g A¥eh ey Sk T Tehell &2 a8 TROT
fof@T STt 39 el LT ATfg U] (ITS 6 &)

Sunita is working on a large worksheet with the first row as columns headings.
Those headings will disappear as the worksheet is scrolled down. Write the steps
through which she can fix the first row so that the headings do not disappear even
after scrolling down? (See Lesson 6)
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ii. S TCIC T & 3YANT dHleh Ueh TS YA Wlelell Gl 5| TROT [ATQT. a5

AT T & FEg fARAvdTT ot faf@w| (U135 3 34)

Raju wants to open a word program using the Start button. Write down the steps.

Also write two main features of word processing. (See Lesson 3)
5. farafaf@a geat 7 & oA Tk T 39T ST9T919T 100-150 Qreey H IS | 4

Answer any one of the following questions in about 100-150 words.

i A T Y GHEIGT ANA FT HFCAI T g1 I 391 Heged H HIFCA;
STCToT T ATEdT | TTFCATLT STCTT et H 3Heh! TGTAT Y 3R TAT kel &
IIOT IATT | (IS 2 )
Ramesh has purchased the software of his favourite game. He wants to install the
software in his computer. Help him to install the software and state the steps to do
SO. (See Lesson 2)

ii. 3T o FS TATAT FETST ITRR I STANT Fh Teh cEAdol STl gl 98
ATHT JTRY I ol T9lT 3 GEATAST T Teh 37cl3T ST oh TR AT FHIETSA hl
Teh &1 e & s Isal & Hfed AT TG § | JS6T Tl ITeTIT-37e1T TS oh TR
A AT T A 3TN Ace L 3R 3o WO I ol TSHeTehT 38 dTefeT Al
a1feT (13 3 &)
Aftab has created a document using some selected page size. He wants to print that
document in a different page size or multiple pages in a single sheet of paper without
disturbing the general format. Help him to print the pages in different page size by
listing down the steps he should follow. (See Lesson 3)

6. TAFATITET IRATSTATT & T ThET Teh Sl ST 500 QASGT H IR hITAT | 6

Prepare any one of the following projects in about 500 words.

i. T fRA&Teh 370 SUCIT W BT & ST & ToIT Teh Tsefie 1@ & o aH ol &
el TaeRoT 3R 3ieh feme Sid 81w &) a18 Arforept T9sefie 1 Teh sirer femreh
J (ITS 6 &)
A class teacher keeps a spreadsheet for student’s data on his/her laptop showing the
basic details and the marks of students. Below mentioned is the table showing a part
of the spreadsheet: (See Lesson 6)
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A B C D E F G H

Roll | Student | Class | Gender | Hindi | English | Maths | Science
No. | Name

1 Ramesh | 10 M 70 78 72 85

2 Aisha 10 F 93 98 99 95

3 Savita | 10 F 81 78 96 65

4 Sunil 10 M 98 99 78 89

5 Aashish | 10 M 87 85 78 95

6 Naveen | 10 M 83 84 89 90

a) 3WIFT BIS DI "FHeTl 10 Rep1s" & FT H 910 3R Tgol|
Create and save the above file as “Class 10 Record”.
b) TUsefiT 7 TH AAT FictH "ATATTSS A" e
Add a new column “Social Science” in the spreadsheet.
C) 3 T 7 WeT Tedt & oY A e &
Give the cell reference of the cell that contains the value “Sunil”.
d) STers "ITOT" T ATH TeoThT "o T
Rename the column “Maths” as “Mathematics
¢) Ts2MNe H SIcTAT T ol FEAT o1 |
Count the total number of columns in the spreadsheet.
f) 39 T¥s2Me FI gt & TRoT ford |

Write the steps to delete this spreadsheet.

ii. SFg P 3T A8TH o FHeT H I8 NATT ST HIRAYUTN Sl Tid el & [T
Fel §| AR F Fa & 3T JgrIar 1 (U1 3 W)

James has been asked by his teacher to demonstrate to the class the functioning of a
word processor. Help him in performing the following actions: (See Lesson 3)

a. A IR Y (AR ATE e FHofl T STATIT Hieh) Teh AT SEATAST AT |
0T 4T forgd |
Create a new document from the menu bar (using the prescribed short cut
key). Also write the steps.
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b. ST ATV SEATAST I “FRT GEATIS” ATH § Heol 3N T 38 g H S|
oo 8T ford |
Save the created document with the name “My document” and then close it.

Also write the steps.
c. g U FeATU 7T "M GEATAST" Whel 3R SHHT ATH Taeleh "B dgell
B31T g&dTdol" IW | TRoT AT ford |

épen the already created “My document” and rename it as “My renamed
document”. Also write the steps.
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