STeT T JTaer
Data Entry Operations
(336)
fRreTeR 31fehc FHedTehet U
Tutor Marked Assignment

el 37h: 20
Maximum marks: 20

feoaot: (i) Tl et 1fAar § | 9 URe & 37 39 e fgu v |

Note:

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

(i) 3R YRRl & TUH Y55 G 79T #ATH, 3HeIshaIh, AT sheg; b1 ATH R

v Tose ersei 7 QU]
Write your name, enrollment number, Al name, and subject on the top of the first
page of the answer sheet.

1. TAFATATRT 9T 7 I fondl Tah ST 3T 9T 40-60 2Tscl & SITST |

2

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

1.

11.

ATt ven Tl 7 SeT gof Y T &1 a8 feetieh 3N THI ol I Seelell drgal
. Ool 7 3¢ 3R FT dcelel & TN H 3! AGG, |
(4TS 7 ¢W)

Sunidhi is entering the data in a spread sheet. She wants to change the format of the
date and time. Help her with the steps to change date and time in a cell.
(See Lesson 7)

JaRr 3R 3Heb G Teh &1 Folc A @ & 3N I Ueh &1 HYe ol 3UANT &l B |
T o U GEATaST ST & 3 SEHETT UX "Hlel" & €9 H Heoll | 98 Bigal 1
39el arecl & GBI T@eT =T8T &1 MS-Word SaRT Yalel i STt aTell FI&T
gfaurd faf@u| (413 3 38)

Pravesh and his friends are living in the same flat and they use the same computer.
Pravesh has created a document and saved as ‘“Personal Data” on the desktop. He
wants to keep the document safe from his friends. Write down the steps mentioned in
the protection feature provided by MS-Word that he must use. (See Lesson 3)
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2. AFAfAT@a g2t & I ) Teh &l 3aX o9THIT 40-60 sl H AT | 2

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

.

AT o e HYEX W Teh GEAAS "UTCIehelel" Heoll| a8 3T &1 U ofal
ATET § Afhel 3T STATAS Tl f&Hol 9T TET &1 378 I Feg & forv fordy wiger ar
BIesT &l Wiofel & Ta =T TROT I Fh F=1C|

(U1 2 W)

Aman saved a document “Application” on his computer. He wants to take the print of

the document but he is not able to find the document. List the various steps to search for
a file or a folder to help Aman. (See Lesson 2)

R v gehelic oY &E X W § 3N $o HiaH & 3¢ ded @I ¢l g Haifod
IRadAT &Y Nehel & TAT 3T HiTH U AIEdT &1 TATAT FIcTAT T [T &
foIT 39 fSTsT =0T T ATefeT el TRT, SeTehl il =TT |

(UTS 7 &)

Riya is working on a worksheet and changing the data in few columns. She wants to

hide the other columns to prevent unwanted changes. List out the steps she should
follow to hide those specific columns. (See Lesson 7)

3. TAafaf@a weat & & fndY T 1 3aT 9737 40-60 2Arsai H SIfAT | 2

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

1.

ii.

AfgeAr oF "3frg" A1 QWWW%I g8 BISA T oI1H SGolell gl g.
fehEil WISl AT BlesT I ATH Teolel & [dfdtest TR0 T FT F=1T| (915 2

&)

Mohini has created a file named “Office”. She wants to rename the file as “New

Office”. List out the various steps to rename a file or a folder. (See Lesson 2)
fAFITITAT T FHofiuee Ache Hiodl ford|

(U153 &)

Write the keyboard shortcut keys of the following. (See Lesson 3)

a) Close a file / Teh ISl G Y
b) Save As/3H ®I H Hgol

¢) Left Alignment / STIT EXEOT
d) Page Break /%o CE
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4. TAFATATET 72T F A fd) Teh T AT STITH3T 100-150 s H AT | 4

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

1.

11.

eI T 3iTeoiae T T FAT AT o7 CISTUIN ThieT HTeolde & Tegdl H
$HN UlSe, A3H Uised 3 US-3{Tth-STagge AT sl TRHATT |
(UT6 3¢W)

What do you understand by Typing Screen Objects? Define Insertion Point, Mouse
Pointer and End-of-document Marker with reference to Typing Screen Objects.
(See Lesson 3)

T Ueh gehefe I 1A Y 18T ¢ | g deheiic H Arfafld & e amgar g
a&efic 7 fArafaf@d & @vor fad |
(TS 6 &)
a) ol UlFdal 3T T4 T geTv
b) T GiFd ol Teh TATASE FATS W AT HY
Ramesh is working on a worksheet. He wants to do the following in the worksheet.
Help him with the steps. (See Lesson 6)
a) Delete cells , rows and columns
b) Set a row to a specific Height

5. frafafad ueaAt & & Y Teh I 3R 97T 100-150 Al F ST | 4
Answer any one of the following questions in about 100-150 words.
i. T&eIT 31UeT YT F AT SECol AT TRl ¢ | FIFCAIN FECIoT it H 3HAT
ErIaT o 3T VAT Ta & TROT 90| ifeheT 3T ATFedIT ST et H el Y
&Y 30X 379 98 SECTT fhU ITT RIATH T §eTaT TRl & | BIFCAIT Y HTSEeTol lel oh
TROT T T AT | (915 2 ¢)

Hina wants to install software in her computer. Help her to install the software, and state

the steps to do so. But she made a mistake in installing the software, and now she wants to

remove the installed software. List the steps to uninstall the software. (See Lesson 2)

ii. 37TAYF U I3T Iohefc W FHFH F @ ¢ | 98 81397 T &3 THT TITHTA TATTT A8 g |

GHSV o a8 ShTST AT T 3TN Shd T Hehell § 3R IUG e 3GTEI0T T 3TATT leh
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et UeT & 3TN & BrIS Y S|
(4TS 6 ¢W)

Abhishek is working on a large worksheet. He wants to make the column headings visible
all the time. Explain how he can use freeze pane and also mention the advantages of using
freeze pane using suitable example. (See Lesson 6 )
6. AFITATET TRANSTATIT A & forddl Teh ol o373797 500 el A IR HAT| 6
Prepare any one of the following projects in about 500 words.
i, T H 39 GIEAl I g5 WAT A HR—AYOTE H T6ed HeT gl Arafaf@a
G H 30T H 3HehT TG (913 3 )

Radha needs to demonstrate to her friends, the functioning of a word processor. Help her

in performing the following steps: (See Lesson 3)
a) A IR F (TR ATE e Foll T 3UFNT Fikeh) Teh 7T STl FaAT¢ | T
& forg |

Create a new document from the menu bar (using the prescribed short cut key).
Also write the steps.

b) SATU ITT GEATAST Dl "FRT GEATAST" ATH I Tgol 3R O 38 §g Y & | TRoT oY
ford|
Save the created document with the name “My document” and then close it. Also
write  the steps.

¢) Y § FeAIT T "FRT SEA" Tiel I SHRT ATH Seelehy "R serell g31m
ST W | =T oY forgd
Open the already created “My document” and rename it as “My renamed
document”. Also write the steps.

ii. Teh haTT TI&Teh YT I9eid 9 ©TT & 3¢l & o AT fqawor 3R 3o 37l &

a1 teh Tosefie I@ar g1 A arforet Tsefie & te HeT RE@r Wr e
(IT& 6, 7 W)

A class teacher keeps a spreadsheet for student’s data on his laptop showing with the

basic details and their marks. Below is the table showing a part of the spreadsheet:
(See Lesson 6, 7)
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B C D E F G H| 1
Student | Class [ Gender | Hindi | English | Maths | Science | Total
Name
Raju 12 M 70 78 72 85
Alia 12 F |93 98 99 95
Sable 12 F |81 78 96 65
Sunny |12 M | 98 99 78 89
Aalok | 12 M | 87 85 78 95
Naval 12 M |83 84 89 90

a) 3SRIFd B Dl "HaTT 10T Repis" & T H TAT0 3R TgoT |
Create and save the above file as “Class 12 Record”.
b) Fel I ITUTAT el o ferw Tel 13 7 I fordd|
Write the formula in cell I3 to calculate the Total.
¢) 3 FIcTH T ATH TATU TE T TS T shAdee fohar =T g |
Name the column which the spreadsheet has been sorted on.
d) OTF & FATH U ST I HAGCY el o IO ford
Write the steps to sort the data on Student Name
e) E3 ¥ H3 Teh SITARIHT AT S15ehT 3T T 01T ded o Tl T Tl J3 3 7 Tored 31X
oY 4 & Taeniara Y|
Write the formula in cell J3 to calculate Avg by adding cells from E3 to H3 and then
divide by 4.
f) s Tiseie & gl & wRoT ol

Write the steps to delete this spreadsheet.
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