
juT cs;sPl;L eltbf;iffs; 

Data Entry Operations (229) 
X¥gilÎ 

Tutor Marked Assignment 
c¢r kÂ¥bg©fŸ: 20 

Max. Marks: 20 
 
F¿¥ò : (i) mid¤J édh¡fS¡F« f£lha« éilaë¡fÎ«. mªjªj édh¡fS¡fhd   

      kÂ¥bg©fŸ mnj Ïl¤Âš tH§f¥g£LŸsJ. 

 

Note :  All questions are compulsory. The marks allotted for each question are given at same place. 
 

(ii)  éil¤jhë‹ Kjš g¡f¤Âš bga®,  gÂÎ v©, ghl¤Â‹ bga® M»ait vGj     

     nt©L«. 

Write your name enrollment numbers, AI name subject on the top of the first page of the     
   answer sheet. 
 

1.  gpd;tUk; tpdhf;fSs; VNjDk; xd;Wf;F tpilasp:    2 

Answer any one of the following: 
 

a. uhFy; vd;gtu; xU fbjj;ij fzpdpapy; jl;lr;R nra;a vz;Zfpwhu;. mtu; 

fzpdpapy; ve;j gad;ghl;il (Application) gad;gLj;j Ntz;Lk;? mjw;fhd gbfis 

vOJf.  

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. epjp vd;gtu; mtUila jdpg;gl;l ,Ug;Gepiyf; Fwpg;ig cUthf;fpAs;shu;. mtu; 

me;j Mtzj;ij ghJfhg;gjw;fhd gbfis vOJ.  

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

 

2. gpd;tUk; tpdhf;fSs; VNjDk; xd;Wf;F tpilasp:    2 
Answer any one of the following: 

a) xU ciw my;yJ Nfhg;gpid NjLtjw;fhd gy;NtW gbfis vOJf.  

List the various steps to search for a file or folder.   (See Lesson 2) 
b) gzpg;Gj;jfj;jpypUe;J (Work book) gzpj;jhis(work sheet) ePf;Ftjw;fhd 

gbfis vOJf. 

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

3. gpd;tUk; tpdhf;fSs; VNjDk; xd;Wf;F tpilasp:    2 
a) fPo;tUtdtw;wpw;F tpirg;gyif FWf;F topfis vOJf 

Write the keyboard shortcut keys of the following.   (See Lesson 3) 

i. Replace/  uPg;Ny]; 

ii. Print/ mr;nrLj;jy;  

iii.  Undo/ md;̂  

iv. Save/ Nrkpj;jy; 

b) cq;fs; fzpdpapy; cs;s Nfhg;gpid ePf;Ftjw;fhd gbfis vOJf. 

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



4. gpd;tUk; tpdhf;fSs; VNjDk; xd;Wf;F 100 -150 thu;j;ijfspy; tpilasp:   4 
Answer any one of the following questions in about 100-150 words. 

a) MS Word -d; Kf;fpakhd ehd;F jdpr;rpwg;Gfis vOJf. 

 Write four important features of MS Word.   (See Lesson 6) 
 

b) upah vd;gtu; “upah” vd;w ngaupy; xU Nfhg;gpid cUthf;fpdhu;. ,g;NghJ me;j 

Nfhg;gpw;F NtW ngaupl tpUk;Gfpwhu;. mtu; Nfhg;gpd; ngaiu khw;Wtjw;fhd 

gbfis vOJ. 

Ria created a file named “Ria” and now she wants to rename it. Write steps to 
rename the file.       (See Lesson 2) 

 

5. gpd;tUk; tpdhf;fSs; VNjDk; xd;Wf;F 100 -150 thu;j;ijfspy; tpilasp: 4 
Answer any one of the following questions in about 100-150 words. 
a) gpd;tUtdw;wpw;fhd gbfis vOJ 

i. xU Nfhg;gpy; gf;f vy;iyfis cUthf;f. 
ii. xU Nfhg;gpy; gj;jp ,ilntspia cUthf;f. 

i. To apply border to a page 
ii. To apply paragraph spacing    (See Lesson 2) 

b) cs;sikf;fg;gl;l tupirapid cUthf;Ftjw;fhd gbfis vOJf. 

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

6. gpd;tUk; VNjDk; xd;Wf;F nray;jpl;lk; jahu; nra;aTk;:   6 
a) fPNo ml;ltiz gzpj;jhspd; (vf;ry; \Pl;bd;) xU gFjp fhl;lg;gl;Ls;sJ. 

 

(i) vz; juT cs;s rpw;wiwfspd; ngau;fis $W. 

Name the cell which has numeric data. 
(ii) gzpj;jhspy; vj;jid tupirfs; cs;sd. 

How many rows are there in spreadsheet? 
(iii) „124‟ vd;w jutpid cs;slf;fpa rpw;wiwapd; ngaiu $W. 

Give cell reference of cell which contains „124‟  (See Lesson 6) 
 

b) xU tFg;gpd; Mz;L thupahd Nju;T KbTfs; tUkhW: 
      Following is the year wise result of a class: 

 
Nky; cs;s juit gad;gLj;jp rl;l tiuglk; (Bar chart) cUthf;Ftjw;fhd  

gbfis vOJf. 

Write steps to create a bar graph of this data.    (See Lesson 6) 


