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Data Entry Operations
(336)
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Tutor Marked Assignment
HAd 3h ¢ 20
Max.Marks: 20
feuoft : @) @t gl ® SW A fEd B T Y % 3% 3Ee 9iEd fiu €

Note : All questions are compulsory. The Marks allotted for each question are given
beside the questions.

(i) SW YRRl & FUH Y R YA AH, ShHih, AT Hg k1 AW AR fowa
e vk | fafem)

Write your name, enrollment numbers, Al name and subject on the first page of the

answer sheet.

1. fr=fafad yei ¥ 9 fodt o 999 &1 S i) 2

Answer any one of the following questions.

(a) g I W & foIg 791 wod @iE ®© 2 SRl & AW iR fafe= gde sew
% faeror & @Y SR qEg R (W3 1 <)

Rahul is purchasing a new computer for his home. Help him with devices name and description

of various hardware components. (See Lesson 1)

(b) Toee wag ifuer ST & 99 AR faey § Hifh T9h STAR T EH 2
U GRS A BIESM KT T off M {1 UE wE & fou yg@ wen fod|

(TS 2 @)

Windows is the most usable operating system because it is easy to use. Installation of new

software or hardware is also easy. Write the steps to do so. (See Lesson 2)

2. fTy=fafad i § 9@ fhell T e &1 S AU 2

Answer any one of the following questions.
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(a) fae T, SEhe™ TfaHed wi = #i| (I8 2 W)
Explain the Windows XP, Desktop Elements. (See Lesson 2)

(b) HRSR FHR fowg o yg@ gyt o 21 giweder & faf= gRr 1 avf &)
(TS 1 @)

Software plays a major role in Computer System. Explain the different types of Softwares.
(See Lesson 1)

frefafeg oo § @ 5t w99 o1 s <ifsm) 2

Answer any one of the following questions.

(a) TSN 3G A H A 9 I €, TeH 9% tiug-a€ ¥ ™ 9R ® 9 ST BEd

%1 Ul M % T HEH % WY 3% HER (T3 3 W)
Rajesh forgot the name of the document in which he was working in MS-Word. Help him with
steps to locate his file. (See Lesson 3)
(b) THIMe HT el & fau deayel =R fag| (IS 6 W)
Write the steps to protect the worksheet. (See Lesson 6)
fr=fafas oo & 9 fodt e w99 1 s Sifsm) 4
Answer any one of the following questions.
(a) THW gaeie § faem o Sied & fau yg@ = fad (I8 8 W)
Write the steps to add the clip art in excel worksheet. (See Lesson 8)
(i) TERdiEe § fafi= wiEe wemse w1 M iR faao ford) (e 9 )

Write the name and description of the various slide layouts in PowerPoint.  (See Lesson 9)

frefafed ool 5 9 fodt w991 @1 sw S 4
Answer any one of the following questions.

@ of A % A | qmfeE famm & fee €, 3R 9% o BEl % fau % s
T R Bl SRS TM G99 S S HE F1 A F3A1 U @ 21 3% fafe= =i
% WY T FH § AIE Hi- (U8 4 <)
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Mr. Sharma is a Social Science teacher in a school, and he is creating some assignment for his
students. He is facing some problem while creating the assignments. Help him to do so with

various steps: (See Lesson 4)
() T=ES ° g dmE S
Adding page border to the document.
() WA =& Ffefaell
Spell check utility.
(i) TEES BMAd g

Printing the document.
(b) THA Hifyrwet | <5 T 1 9 ot 24 ® YR g (I8 6 @)
Write the types of data which can be entered in Excel cells. (See Lesson 6)
() T STEW H1 ASE W sumif () FE FT FTIURUN H GHAT (IS 8 TWE)
Explain the concept of Sumlf () function with help of an example. (See Lesson 8)
6. = 3 T uREsHeT § 9 ®E T qRaeT 9y 6

Prepare any one project of the following projects given below.

(a) A Tpeqy faurie ©R ® ST &R fEfaieg SHeh T w1 (98 10 @)

Visit your nearest departmental store and collect the following information. (See Lesson 10)
() o fFY THR 1 ZeEE FARM ITEN FL E® B2
Which type of internet connection they are using?
() o R o fFd ot deEe H1 THER FR W@ € a1 U JRTA e
If they are using any website, write its URL.
(i) eTEugd w1 AW o
Write the name of the ISP.
(v) W SMEEl S 9 U & fAU ST X ® T A THY HuR i 39 forg |

Write the mail id which they are using for support or contact us.
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(b) ‘' ATH-TE AR H Hed' ' W Tk TEdise I dAm| 386 FHfafad (T6-T&
TEg) WA g =fe: (I8 9 <)

Create a PowerPoint presentation on “Importance of Open - Source Software”. It must include

the following (one slide each): (See Lesson 9)
*  JivE-gd WS w4 2?2
What is Open - Source Software?
®  SfUHTH H T
Freedom of OSS
o f3fy= geR & stwHTd
Different types of OSS

®  UHETH T HEA

Importance of OSS
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