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MkVk ,aVªh vkWijs'kal
Data Entry Operations

(336)

f'k{kd vafdr ewY;kadu&i=k

Tutor Marked Assignment

dqy vad % 20

Max.Marks: 20

fVIi.kh % (i) lHkh iz'uksa ds mÙkj nsus vfuok;Z gSaA izR;sd iz'u ds vad mlds lkeus fn, x, gSaA

Note : (i) All questions are compulsary. The marks allotted for each question are beside the

questions.

(ii) mÙkj iqfLrdk ds izFke i`"B ij mQij dh vksj viuk uke] vuqØekad] vè;;u dsUnz dk uke

vkSj fo"k; Li"V 'kCnksa eas fyf[k,A

Write your name, enrollment number, AI name, subject on the top of the first page of the

answer sheet.

1- fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj yxHkx 40&60 'kCnksa esa nhft,A      2
Answer any one of the following questions in about 40-60 words.

a (a) ystj tsV fçaVj vkSj bad tsV fizaVj ds chp D;k varj gS\ (ikB 1 ns[ksa)

What is the difference between laser jet printer and inkjet printer? (See Lesson 1)

(b) ykbV isu o IykWVj ij ,d laf{kIr ys[k fyf[k,A (ikB 1 ns[ksa)

Write a short note on light pen, plotter. (See Lesson 1)

2. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj yxHkx 40&60 'kCnksa esa nhft,A 2

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

(a) foaMkst vkWijsfVax flLVe esa ,d u;k iQksYMj cukus ds fy, pj.k fy[ksaA (ikB 2 ns[ksa)

Write the steps to create a new folder in Windows operating system. (See Lesson 2)

(b) lqJh dhfrZ fdlh laxBu esa ,d daI;wVj çksiQs'kyu ds :i esa dke dj jgh gSA og ,Mksc iQksVks'kkWi

lkWÝVos;j dks vubaLVkWy djuk pkgrh gSA mls djus ds fy, vko';d rjhds vkSj pj.k D;k gSa\

(ikB 2 ns[ksa)
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Miss Kirti is working as a computer professional in an organisation.  She wants to uninstall the

software Adobe Photoshop.  What are the tools and steps required to do the same?

(See Lesson 2)

3. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 2

Answer any one of the following questions.

(a) vkidks viuk vlkbuesaV rS;kj djuk gSA bl vlkbuesaV dks cukus ds fy, vki fdl lkWÝVos;j dk

mi;ksx djsaxs\ (ikB 3 ns[ksa)

You have to prepare your assignment.  Which software will you use to create this assignment?

(See Lesson 3)

(b) lkaLÑfrd Dyc ds f'k{kkfFkZ;ksa us ,e,l oMZ dk mi;ksx djds ,d iksLVj rS;kj fd;k gSA os iksLVj

dh dbZ çfr;k¡ ysuk pkgrs gSa vkSj mls vius Ldwy ds fofHkUu uksfVl cksMksa± esa çnf'kZr djuk pkgrs

gSaA fuEufyf[kr ds fy, fdl çdkj dh fçaVj lsfVaXl dh vko';drk gS\ (ikB 3] 4 ns[ksa)

The students of the cultural club had prepared a poster using MS Word.  They want to take

multiple copies of the poster, to display it in various notice boards of their school.  What are the

printer settings required for the following:

(i) 10 jaxhu çfr;k¡ eqfær djus ds fy,A

To print 10 coloured copies-

(ii) iksLVj dks fofHkUu vkdkj ds isij vkSj vksfj;aVs'ku esa eqfær djus ds fy,A

To print the poster in different paper size and orientation. (Lesson 3, 4)

4. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 4

Answer any one of the following questions.

(a) ,d xyzz laxBu dk çca/d laxBukRed pkVZ rS;kj dj jgk gSA og ,slk djus ds fy, ,e,l&,Dlsy

dh dkSu lh fo'ks"krk dk mi;ksx djsxk\ blds pj.k Hkh fy[ksaA (ikB 6 ns[ksa)

The manager of a xyz organisation is preparing the organizational chart.  Which feature of MS-

Excel he / she will use to do so?  Also write the steps for this. (See Lesson 6)
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(b) dhcksMZ 'kkWVZdV gekjk le; cpkrs gSaA fuEu fØ;kvksa ds fy, PowerPoint dhcksMZ 'kkWVZdV fy[ksa%

(ikB 9 ns[ksa)

Keyboard shortcuts save our time.  Write the PowerPoint keyboard shortcut for the following

actions:

(i) ubZ LykbM 'kq: djus ds fy,

To begin new slide.

(ii) lwph vkbVe dks c<+kus ds fy,

To promote list items. (See Lesson 9)

5. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A      4

Answer any one of the following questions.

(a) Jh f'ko eaxy ,d O;kikfjd laxBu esa dk;Zjr gSaA og baVjusV esa ^^esfMdy lftZdy** ds ckjs esa

[kkst dj jgs gSaA os vius lg;ksfx;ksa dks bZ&esy dk mi;ksx djds [kksts x, fyad dks Hkstuk pkgrs

gSaA mudh bZesy vkbZMh mrshiva@mss.com gSA bl dk;Z ds fy, og ftl pj.k dks iwjk djsaxs] mls

foLrkj ls fy[ksaA muds bZ&esy irs ds daiksusaV Hkh fy[ksaA (ikB 10 ns[ksa)

Mr. Shiva Mangal is working in a business organization.  He is searching about "medical surgicals"

in internet.  He wants to send the searched links using e-mail to his colleagues.  His email id

mrshiva@mss.com.  Write the steps in detail enlisting the sequence he will follow for this assigned

task.  Also write the components of his e-mail address. (See Lesson 10)

(b) (i) ekStwnk odZ'khV ls igys ,d ubZ odZ'khV Mkyus ds fy, vko';d dne D;k gSa\

(ikB 6 ns[ksa)

What are the steps required to insert a new worksheet before existing worksheet?

(See Lesson 6)

(ii) VSc LVkWil ds fofHkUu çdkj dkSu&dkSu ls gSa\ blds mi;ksxksa dks la{ksi esa fy[ksaA

(ikB 3] 4 ns[ksa)

What are the various types of tab stops?  Write in brief the uses of it.

(See Lesson 3, 4)
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6. uhps nh xbZ ifj;kstukvksa esa ls dksbZ ,d ifj;kstuk cukb,A      6

Prepare any one project of the following projects given below.

(a) vkt vf/dka'k laLFkkuksa (Ldwy@dkWyst@cSad vkfn) us vius daI;wVj usVodZ (LAN) LFkkfir dj fy,

gSaA vius vkl&iM+ksl dh fdlh Hkh ,slh laLFkk ij tk,¡ vkSj fuEufyf[kr tkudkjh ,d=k djsa%

(ikB 3] 10 ns[ksa)

Today most of the institutions (school/college/bank etc.) have set up their own computer networks

(LAN). Visit any such institution in your neighbourhood and collect the following information:

(See Lesson 3 and 10)

(i) LAN ij fLFkr dEI;wVjksa dh la[;kA

Number of computers on LAN.

(ii) D;k LAN baVjusV ls tqM+k gqvk gS\

Is the LAN connected to Internet?

(iii) fdl çdkj ds baVjusV dusD'ku dk ç;ksx fd;k tk jgk gS\

What type of Internet connection is being used?

(b) lwpuk ,oa lapkj izkS|ksfxdh ds egRo ij ,d PowerPoint çLrqfr cuk,¡A blesa (,d LykbM bu

fo"k;ksa ij gksuk pkfg,A) (ikB 9 ns[ksa)

Create a PowerPoint presentation on "Importance of ICT". It must include the following (one

slide each): (See Lesson 9)

(i) ICT D;k gS\

What is ICT?

(ii) ICT ds mi;ksxA

Uses of ICT.

(iii) ICT dk egRoA

Importance of ICT.


