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Data Entry Operations (229)
sLILIGHL 6]
Tutor Marked Assignment

2 §& wHUCLeTSET: 20
Max. Marks: 20

G0l : (i) Semersg) aflemmésEps@ELh SLLTLULD el wafl&san. Jhshe el6TTs s Ems e

Note:

2.

OGS 965 @IS0 aIPRISLILIL (H6TETS.
All questions are compulsory. The marks allotted for each question are given at same place.

(ii) eflemL_ggmarflsir (Lp&6h LSSHSS0 G, Lle srever, MG Gl gy Slieme 6T(LS
GeussoT(hILD.

Writeyour nameenrollment numbers, Al namesubject on the top of the first page of the

answer sheet.

Neeupld allermss@mar 7ECa@ID eanIsE allemLwerfl: 2
Answer any one of the following:

TG eeTual] R Sedsmg saflafluls SUiLds Qelw  aaiamdlnmT. e
semfleoflulled 6Es LweTUT 6L (Application) LweTURES CousmT(HIL? BSNSTET Lig He06T
TUGIS.

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

Bl ereirueu] geumemLw gefliulL @miytlmad @iy o maurddlwetermy. 9|euif
G QOGS UTGISTULSNSTE Lilg &6 6T(L0GI.

Nidhi has created a personal balance sheet. Write down the steps for protecting
the document as Read Only Document. (See Lesson 3)

Nereumld allerrés@ner fCs@ID aaTnIsE alemLwerfl: 2
Answer any one of the following:

a) K@ 2-on g Carilmer CaOazsnHaTer LGN LipSmeT 6TSIs.

List the various steps to search for a file or folder. (See Lesson 2)

b) usmfliyssssdldmngl (Work book) uemflggmenst(work sheet) Ba@eugmamer

3.

Lilg SH6061T 6T(LDGI.
List the steps to delete a worksheet from your workbook. (See Lesson 6)

Nereumld ellerréa@ner fCa@ID aaTnIsE almLwerfl: 2

a) dlpaumearaupiing elewsliumnms GUIEE alflsmen sipsis

Write the keyboard shortcut keys of the following. (See Lesson 3)
i. Replace/ fiiGeverd

i.  Print/ 91&05hs560

iii. Undo/ gjeor®

iv. Save/ Gahlgze

b) 2 misar senfletlullsd 2 ater Camileneor B8 ESISNSTE Lilg SEMET 6T(HSIS.

Write the steps to delete a file from your computer. (See Lesson 2)



4. Oaiteupld allerrssEneT ESMID eaTMISHSG 100 -150 aurjsmzseflsd alen_wefl: 4
Answer any one of the following questions in about 100-150 words.
a) MS Word -aif (p&alwiomer mrerE sefléSmlisemen o1L)s)s.
Write four important features of MS Word.

(See Lesson 6)

b) flwmr etevtueui “Flwmr” stetm GLwifled e Camindemeur o (meurddlermy. @UGUTE kS
Camiing Goum Guuwil. elgmoydlory. ey Csriller Quwenr LrmmneSHSTET
Lilp 66T 6T(L)SI-
Ria created a file named “Ria” and now she wants to rename it. Write steps to
rename the file.

(See Lesson 2)

5. Uareugmid ellermsesemer CSamIb eaimise 100 -150 arjsmsaseflsd alleLwefl: 4
Answer any one of the following questions in about 100-150 words.

a) Ueraumeustrinemen Lig&emer 6T(Ls)

i @@ Camiiled LSS TmESEEMET 2 (HeTES.
i. g Carilo usd gL Qeausilaw 2 wards.

i. To apply border to a page
i. To apply paragraph spacing

(See Lesson 2)

b) 2 eTeTemLSSILLL suflemeullemsor 2 (HeuUTs GaSNSTE Lilg ST 6T(L0SI5.
Write the steps to create a nested list.

6. Uareugmd CsmId @ainsE QFwadl L Swri GauwuanL:

(See Lesson 4)

6
a) &6y gL eusmemer Lswtlgamefler (sT&aed afllgaT) @k LG STLLLIUL [H6T6Tg).

A B C D E
1 Tuck Shop
2 Item Cosl price Selling price Profit per Number in

item stock

3 Mars Bar 0.40 045 | .05 176
4 Twix 0.38 44 | 008 135
5 M&Mz 0.85 078 | 013 124
& | Bounty 0.42 0.51 | 0,09 45

(i)
(i)
(iii)

b) e auGller gyemi® surFlumsr GCiey (ige seT aIEHLTMI:

6T6u0T FT6y 2 6Tem lmmemmaafler QUWTSHmeT G ).
Name the cell which has numeric data.
uenflsgrafleh eT&SHmenT auflenaaaT 2 _eTemeur.
How many rows are there in spreadsheet?
‘124’ steurm Gyellemen 2 eierL Sl Hnmmemmullest QLD &,

Give cell reference of cell which contains ‘124’ (See Lesson 6)

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 2003 94.6
i

GLosb 2 6o Fremey LweTL(hGE] L euemrULLd (Bar chart) 2 (Geum&@eusmamer

Ll S6METT 6T(LDS3IS.

Write steps to create a bar graph of this data.

(See Lesson 6)



