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Data Entry Operations
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Note : All questions are compulsory. The marks allotted for each question are given
beside the questions.

(I1) SR YT & UUH U8 W SWR DI 3R U1 MM, hHiD, JTqT g Dl
T 3R fawg Wy wea) # fafau |

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

1. FefaRed d 9 o U U &1 TR e 40-60 sr=ar & S 2
Answer any one of the following question in about 40 - 60 words.
(a) 9/@T "Notation" ATH | U FAT HIee¥ AT ATEAT &, AThT TeAdT & "Notes "
ATHF HIee? a9TdT g1 HIee &7 A9 "Notation" F¥ = fafersr s=wort =71 Soor Fform)
(UT3-2 39)

Sekhar wants to create a new folder named “Notations”, but wrongly created the
folder named “Notes”. Mention the steps to rename the folder as “Notations”.
(See Lesson-2)

(b) TS AT & FHT % e ddT % Iol GG FT Ivg AU/ THA HIAT ATgal gl Fheal =1

AT TSIT F ATH FATST ST HeT THIA/THRAT 6 o7 TEAT &l HFeT TR/
FHAA  FAA K A8 Y AU FA F forw A & g=r # F B atweaae fi

AALTFRAT TIH TgeT FT:-

(i) STEaT QT

(i) st feew

(i) FE TEET

(iv) TE-FTH qieag? (IT3-2 T9)

Raj himself wants to assemble computer hardware parts by buying them from the
market. Name any four essential parts which are required to assemble a computer.
Which software from the list below will be required first to install the computer
after assembling? (See Lesson-2)
(i)  Driver Software

(i) Operating System

(iii) Word Processor
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(iv)  Anti- virus Software

2. TAwfefae & o Bt v w51 &7 S92 T 40-60 9rsaT /ST | 2

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

@) AT oo Foger f wEAl, ®eedl T @S IURIO At Avfiag g ST
FEdlt gl Wl fiT Weedl & FEaew & 479 3@d & Ou ST wwo s #7
I Il (75-2 34)
Shruti wants to know the hierarchical list of files, folders and storage devices of her

computer. Suggest her the steps to view the files and folders with details.
(See Lesson-2)

(b) ATt &t fir-are afede Hioat o) (IT3-3 TH)
Write the keyboard shortcut keys of the following. (See Lesson-3)
(i) 9T o / Page break
(i)  FaTERe= / Subscript

(i) o=t ¥ § S0/ Go to previous cell
(iv) <o« =Tz / Double underline

3. fulfaa & o Rl o o1 F1 39 97 40 - 60 92t & <if5rm) 2

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

(@) TEA T UF ITEAEW aArar g O ag @l &1 99 § gIied w@ar =near g

TEATAS I qLAT % forw I=10 0 =won & forfem) (IT3-3 TH)
Rahul has created a document, and he wants to protect the document from others.
Write the steps to protect the created document. (Refer Lesson-
3)
(b) el 3T T & WA oiA¥ T g7 fifoU| (UT3-6 @)
Differentiate between worksheet, and workbook. (See Lesson-6)
4., Fufafaga & 9 0 tF w7 F7 ST TE100 - 150 97 | ST | 4

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

Ja( TSI &6 aAfesiFe, THT Ti5e, ATSH Ui AT US-SMF-SIHFTHE ATHT I TRATHT

Ffsm (aT3-3 =)
Define typing screen object, insertion point, mouse pointer, and end-of-document
marker? (See Lesson-3)
(b) IS O T AHSATST| ITIH ST F WISt O o ST o ATHT T Ieord hifora| THT
T & forT Iweh =wont 1 ferfer) (IT3-6 29)
Explain freeze pan. Mention the advantages of using freeze pan with the help of
suitable example. To do this, write the above steps. (See Lesson-6)
5. Awfefaa & o B v 757 %7 S99 091 100 - 150 9reat F SforT | 4

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

(a) YTEA T Fge H TF QiFeady ST (SA119q) FIAT FTedT g AfFead? SIud Fid
I HETAAT HIT9T ST FTFEATL TATIOT FLel o AL T Soold I oTT| ATk TIFEATT
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T A § g 8 TF Tadt 2l T2 3T 79 98 Teeidr 6 0 Fum FT1 gemr
FTEAT g1 ATFEATT T TATIAT T T FF 6 T A0 GAT a5 AT (IT5-2
)

Rahul wants to install a software in his computer. Help him to install the software,
and state the steps to do so. But Rahul made a mistake in installing the software,
and now he wants to remove the installed program. List the steps to uninstall the

software. (See Lesson-2)

(b) = fgpede Fudt it TR AW @A T SEEER & aEEET & uF S §
Tdufga e S SR & 12 % o 15 sefiear 81 swfteam & vt % =91
2 AT fh o) weereR sraisra ATeTeRTT F Yo dS & § oA feeaforn wr s
Tresfie & HUET FIAT FATEAT 1 SHhT FAQETHT wF qgeierd waq & e afwt i
=TT FIfT) (UT3-6 29)

Swati, HR Manager at Reach Recruitment Company, stored the candidates resumes
in a spreadsheet. There are 15 candidates for the post of Junior Engineer. Four
rounds were conducted to interview the candidates. The manager wants to store the
confidential comments at each round of interview conducted in a spreadsheet.

Explain the different ways of keeping his workbook safe. (See Lesson-6)

6. A= &Y TS RIS H H ATE T TRATSAT TAR AT |

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

(a) = fGEre T gl F e W uE 9 wrAqRasr &1 Fut fikm siv wee @i
"payroll” FTH & gferd Hforw |

(i) AT F ®T § e T A0 | T T 7 T )

(i)  FHAT AT FT FET A6:A8 B Ta F forw Ta: wor 1 37T Fifsrm)

(i) Frerw Y =T i dhwat £ FAre 3t =7 & 2 fifvm)

(iv) ae "y 3fra &9 & #e fifom)

(v) YT (Wrap) T T AT hITo1T ST ATTA o ©F § HITAHTAT Tl 7T bl Tor7]
(vi) TTrerRT § T=aTqaTe Jiee, Riedrsa siiv graisd any fifr)

(vii) HeT B2 T 911E S wiHe | wiHe Hiform)

(viii) FHATL F o1 Teper aqe st oET e

(ix) T TAF FN IS U AGad I ATt 9 F q o)

(x) 9T FTF "@rA Fifem (UT3-6 29)
A | B
1 Payroll
2 Date :
3 EMP NO EMP NAME
4 E001 Rahul
5 E002 Sekhar
6 Sangeeta

Create a new workbook as shown in the table below, and save the file as "payroll".

(i)  Enter labels, and values in the exact cell locations as desired.
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(i) Use Autofill to put the employee number in cells A4:AS8.

(i) Set the width of the columns, and the height of the rows appropriately.
(iv)  Set the label alignment appropriately.

(v)  Use warp text, and merge cells as desired.

(vi)  Apply borders, gridlines, and shading to the table as desired.
(vii) Format cell B2 in short date format.
(viii) Calculate the gross salary for the employee.
(ix)  Set the worksheet vertically, and horizontally on the page.
(x)  Preserve your work.
(See Lesson-6)

(b) T T I et g ST foFar Srar g & a8 UF 997 IEqree aqrd & 68 H
TEATA T T4 FY| FEATael § A0 S0 i a7 § 39 SEqTal i G0 gedras
AT, TEATAT I ToTd, TEATIS FT HATIT FIA T TEATAA F qTgY (AFa & F200 F7

I o) (4T5-3 )
Anoop is directed by his teacher to manage the document in terms of creating a

new document. Add content to a document, and save that document for later.
Mention the steps to create a document, save a document, edit a document, and exit

a document. (See Lesson-3)
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