STT UL I
(229)
Data Entry Operations
forersh sifena Feate 9=
Tutor Marked Assignment

T 3(F: 20
Maximum Marks: 20

feoqufy: (i) &Y T o ST A AR 81 Tosw W o i S€eh 9T 9 U g

Note:

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

(i) I IETH & TIH TS T FUL 0T A AT ATH, ATHATH AEIAT hex KT ATH 31T
o Ty areat § forferm
Write your name, enrolment numbers, Al name, and subject on the top of the
first page of the answer sheet.

FRefafea § & fft o& w1 S difem 2
Answer any one of the following:

a)  YIEd AU FET F ITANT Fleh UH T (2T FIAT ATgdl gl THH (o0 a8 AT 47
TCATRSTT TEAHTA HT ThaT g2 39 AL &l ford w1 38 91e\ F:zA7 A= |

(U1 2 39)
Rahul wants to type a letter using his computer. Which application he can use for
it 7 Write steps he should follow. (See Lesson 3)
b) fAfa 7 e 9o ofie a9TE 31 FEaTas &l U A\l SedTae & &9 § giard Hd &
=0T AT fore ? (13 3 @)
Nidhi has created a personal balance sheet. Write down the steps for protecting the
document as Read Only Document. (See Lesson 3)
FRefafaa § & fft o vy w1 s e 2
Answer any one of the following:
a)  ToRHT wT= AT WieeT & @ied & ol [afs e =2ort &r g1 9101 (T7% 2 39)
List the various steps to search for a file or folder. (See Lesson 2)
b) AT FAYFETR/AF TH & Tt wrda=rew/asmelic AT g & =T i gHT aA10|
(U735 6 T@)
List the steps to delete a worksheet from your workbook. (See Lesson 6)
fRefafea § & fft o& w1 1 s v 2
Answer any one of the following:
a) At i 9 atéae ot ofam) (975 3 39)
Write the keyboard shortcut keys of the following. (See Lesson 3)
(i) Replace/f=ara/aast
(ii) Print/fSie/Afaa %
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(iii) Undo/3fg/gdaa &%

(iv) Save/&a AT AT
b) U Fgex | fardl HIZo &l geTd o FAL0N I g | (I15 2 3H)
Write the steps to delete a file from your computer. (See Lesson 2)
4. fufafeag 9 4 0 o v FT ST AT 100-150 Asai | EOT | 4
Answer any one of the following questions in about 100-150 words.
a) UHUH FE Fit AT IHE fagward o | (4T 6 TH)
Write four important features of MS Word. (See Lesson 6)
by AT “Rar” 919 & U e a9T% AT A dg ST ATH daaqT ATgdl 5| BIE AT 417
Faae & for == forfe 2 (T 2 3
Ria created a file named “Ria” and now she wants to rename it. Write steps to
rename the file. (See Lesson 2)
5. Ruforfea & & B ue v F1 ST W 100-150 9rsat ® <1 4
Answer any one of the following questions in about 100-150 words.
a) At % foro == forfaa (U152 =)

(i) ST 9= FIET 9 % forg
(i) SRR T AN FA & T
Write the steps for the following: (See Lesson 2)
(1) To apply border to a page
(i1) To apply paragraph spacing
b)  FEEE AT I F =vor forfem 2 (U3 6 3

Write the steps to create a nested list (See Lesson 4)

6. = &Y TE gRASTe § § FS wsh R AR fifsm

Prepare any one Project out of the following projects given below: 6

(a) TG qTIerahT U eeefie wred &t fgedr feamdt 8 (T3 6 )
The table shows part of a spreadsheet file:

A B C o E
1 Tuck Shop
2 Item Cost price Selling price Profit por Number in
itermn stock

i Wars Bar o400 0.45 .05 176

4 Twix 0.38 044 008 135

5 M&Ms .85 .78 | 313 124

& | Bounty 0,42 0.51 | 0,09 45
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(i) 3T A F7 AR Frfar s s 3ids 2 |

(i) =9 Tresfte # g afrat g2

(iii) ST T FT HA THH & TordH '124" B

(i) Name the cell which has numeric data.

(i) How many rows are there in spreadsheet?

(iii) Give cell reference of cell which contains ‘124’

(b) Foferfad e e F7 auar TR g

Following is the year wise result of a class:

A B C

1 Percentage of

2 |Year students passing
3

4 |2001 89.4
5 |2002 92.3
6 12003 94.6
7

T ATFHST T U A0 TTF G777 6 =207 forfau |
Write steps to create a bar graph of this data.
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