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DATA ENTRY OPERATIONS
(229)

TUTOR MARKED ASSIGNMENT

Max. Marks : 20

(i)
Note: All questions are compulsory. The marks allowed for each question are given at

same place.

(ii)

Write your name, enrolment number, AI name and subject on the top of the first
page of the answer sheet.

Answer any one out of the following questions in about 40 to 60 words.

(a)

What are five basic operations performed by the computer system? (Lesson-1)

(b)

Differentiate between system software and application software. (Lesson-1)

Answer any one out of the following questions in about 40 to 60 words.

(a)

Write the short cut keys of the following.

Copy, bold, print, pagebreak (Lesson-3)

(b)

What is mail merge? Name different types of documents used in mail merge. (Lesson-5)

Answer any one out of the following questions in about 40 to 60 words.
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(a)

What are the main features of MS-Excel? (Lesson-6)

(b)

Differentiate between copy a cell, move a cell. (Lesson-6)

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

(a)

Define chart. Name different types of charts. Explain any three types of charts. (Lesson-8)

(b)

Explain different categories of autoshapes available in excel 2007. (Lesson-8)

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

(a)

Write short note on smart graphics. Write different steps to create a smart art. (Lesson-8)

(b)

Explain different methods of protecting a document. (Lesson-3)

Prepare any one Project out of given below:

(a)

On the basis of data given of students of IX class studying in Guru Nanak Public School,
prepare the result sheet showing students marks obtained in different subjects alongwith their
total. Percentage & maximum / minimum marks obtained in every subject. Do the result analysis
of students subjectwise and represent the same using bar chart.
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Name Physics Chemistry Maths English

Ashok Kumar 99 99 100 98
Rajesh 88 76 88 67
Ratul 77 99 66 73
Anurag 88 88 78 84
Gaurav 77 77 98 98
Prashant 66 44 98 99
Saket 77 66 88 63
Taslim 55 77 57 93
Ranjeeta 77 55 96 98
Neelam 88 88 56 97
Monika 88 77 64 82
Mohit 77 99 93 52
Chaavi 99 88 83 73

(b)

Draft an invitation of Anu's Birthday Party and mail it to her friends and relatives. Create a data
source with name and address yourself and using mail merge wizard, generate the mailing
labels as well.
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