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 डाटा एं�ी ऑपरेशन्स  

(229) 
Data Entry Operations  

       िशक्षक अ�ंकत मलू्याकंन प� 
Tutor Marked Assignment 

ekUNa gauNa : 20 
Maximum Marks: 20 

 
�टप्पणी:  (i) sava- PaS̀na saÜDivaNÜ AavaSyak Aahoº Pa`%yÜk PaS̀naacÜ gauNa %yaa PaS̀naasamaÜr dSa-ivalao Aaho%aº    
Note:   All questions are compulsory. The marks allowed for each question are given 

beside the question. 
 (ii)   ivaVaqyaa-nÜ ]<arPai~kocyaa Paihlyaa Paanaavar AaPalaa naÜMdNaIËmaaMk¸ naava¸ jyaa koMd̀amaaf -%a ParIxÜsa basaNaar 

Aaho¸ %yaa koMd̀acÜ naava AaiNa ivaYaya ilaihNÜ AavaSyak Aahoº                                              
  Write your name, enrolment numbers, AI name, and subject on the top of the 

first page of the answer sheet.  
 
1. KalaIlaPÝkI kÜNa%yaahI eka PaS̀naacÜ ]<ar 40¹60 SabdaM%a ilahaº       2 
        Answer any one of the following:            

a) rahulalaa %yaacyaa saMgaNakacaa vaaPar k$na ek Pa~ Ta[-Pa krayacÜ Aahoº %yaasaazI %aÜ kÜNa%aa AnauPàyaÜga 
³e^iPlakoSana´ vaaPa$ Sak%aÜÆ yaasaazI %yaalaa kaya kR%aI kravyaa laaga%aa%a %Ü ilahaº                                                               
                                                                                                                  (Pak̀rNa 2 Paha) 

  Rahul wants to type a letter using his computer.  Which application he can use for 
it ? Write steps he should follow.                                                        (See Lesson 3) 

 b)  inaQaInÜ vÝyai>k %aaLobaMd ³bâlansa SaIT´ %ayaar kolao Aahoº kovaL vaacanaIya ds%aeovaja ³rID AÜnlaI Da^@yaumÜMT´ 

mhNaUna ds%aeovaja saMrixa%a krNyaasaazI Paaya-yaa ilahaº         (PàkrNa 3 Paha) 
 Nidhi has created a personal balance sheet. Write down the steps for protecting the 

document as Read Only Document.                                        (See Lesson 3) 
 
2. KalaIlaPÝkI kÜNa%yaahI eka PaS̀naacÜ ]<ar 40¹60 SabdaM%a ilahaº          2                                                                          
       Answer any one of the following:                     

a) fa[ -la  ikMvaa fÜlDr SaÜQaNyaasaazI kaya kaya kR%aI kravaI laaga%aa%a to ilahaº                (Pa`krNa 2 Paha) 
  List the various steps to search for a file or folder.                     (See Lesson 2) 

b)    vak- baukmaQaUna vak -SaIT hTvaNyaacyaa ³iDlaIT´ saazI kaya kaya kR%aI kravaI laaga%aa%aÆ       
(Pak̀rNa 6 Paha) 

  List the steps to delete a worksheet from your workbook.        (See Lesson 6) 
 
3.  KalaIlaPÝkI kÜNa%yaahI eka Pa`SnaacÜ ]<ar ilahaº                              2                                                          
       Answer any one of the following:                
       a)  KalaI idlaolyaa kR%aIMsaazI kI¹baÜD-varIla  kÜNa%aI SaaT̂ -kT kI vaaParala Æ               (Pa`krNa 3 Paha)                                     
  Write the keyboard shortcut keys of the following.               (See Lesson 3) 

(i) Replace/ irPlaosa  
(ii) Print/��ंट  
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(iii) Undo/ AnaDU 

(iv) sÜva ³ja%ana krNÜ´  
 

b)  saMgaNakamaQaUna fa[-la iDlaIT krNyaasaazI kaya kR%aI kravyaa laaga%aa%a %Ü ilahaº             (Pa`krNa 2 Paha) 
Write the steps to delete a file from your computer.       (See Lesson 2) 

 
4.  KalaIlaPÝkI kÜNa%yaahI eka PaS̀naacÜ ]Yar 100 %Ü 150 SabdaM%a ilahaº  4 
 Answer any one of the following questions in about 100-150 words.     4 

a) emaesa vaD-caI caar mau#ya vÝiSaYTyÜ ilahaº                                          (Pak̀rNa 6 Paha) 
Write four important features of MS Word.                               (See Lesson 6)    

b) iryaanÜ ‘iryaa’ naavaacaI ek fa[-la banavalaI Aaho AaiNa i%alaa i%acÜ naava badlaayacÜ Aahoº fa[-lacÜ naava 

badlaNyaasaazI kaya kR%aI kravaI laaga%Ü %Ü ilahaº                             (Pak̀rNa 2 Paha) 
Ria created a file named “Ria” and now she wants to rename it. Write steps to 
rename the file.                                                              (See Lesson 2) 

 
5. KalaIlaPÝkI kÜNa%yaahI eka Pa`SnaacÜ ]Yar 100 %Ü 150 SabdaM%a ilahaº                  4        

           Answer any one of the following questions in about 100-150 words.               4           

      a)  KalaI idlaolyaa baabaIMsaazI AavaSyak kR%aI ilahaº                             (PàkrNa 2 Paha) 
(i) PÜja baa^D-r laavaNÜ  
 (ii)  Par̂aga`af sPÜisaMga doNÜ 
Write the steps for the following:                                               (See Lesson 2)      
(i) To apply border to a page 
(ii) To apply paragraph spacing 

 b)  nÜsToD saUcaI %ayaar krNyaasaazI Paaya,-yaa ilahaº                    (Pak̀rNa 6 Paha)                                              
                  Write the steps to create a nested list                                        (See Lesson 4)      
 
6. KalaIlaPÝkI kÜNa%aahI ek Pak̀lPa %ayaar kraº         
      Prepare any one Project out of the following projects given below:           6 

(a) KalaIla  %aailaka eka PàoDSaIT fa[ -lacaa ihssaa dSa-iva%Üº:                                                  (Pa`krNa 6 Paha)     
   The table shows part of a spreadsheet file:    
 

           
 

(i) saM#yaa%mak DoTa Asalaolyaa sÜlacÜ naava ilahaº 
(ii) hyaa PàoDSaITmaQyÜ ik%aI AaDvyaa AÜLI ³rÜ´ Aaho%aÆ 
(iii) ‘124’ AsÜ ilaihlaolyaa sÜlacaa sÜla  saMdBa - Vaº 
(i) Name the cell which has numeric data. 
(ii) How many rows are there in spreadsheet? 
(iii) Give cell reference of cell which contains ‘124’                   (See Lesson 6) 



Session 2023-24 (Date Entry Operations 229)   Page 3    
  

   
 

 
 
 
 
 
 
 

(b) eka vagaa-caa vaYa-inahaya inakala KalaIlaPàmaaNÜ Aahoº                       (Pak̀rNa 6 Paha)                  
       Following is the year wise result of a class:  

                                   
 

  varIla  maaih%aI dSa -ivaNaara s%aMBalaoK (Bar graph) %ayaar krNyaasaazI Paaya,-yaa ilahaº 
Write steps to create a bar graph of this data. 


