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Data Entry Operations
(229)
Torerer ifera goaieR-ux
Tutor Marked Assignment
Hd 3k : 20
Max.Marks: 20

femuft : () @t gTH ® SW N AEE T TSE YT ® o 3@ 9A iU T €

Note : All questions are compulsary. The marks allotted for each question are given beside
the questions.
(i) I IREH & JAH T8 W FW hI IR YA A9, HHIF, LTI D5 H1 M
IR fowm we = ¥ fafew

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

of the answer sheet.

1. fTr=fafad geai § 9 fodt T 999 &1 ST i 2

Answer any one of the following questions.

(&) fa=y 9iRadm 9 TeeyH dieaR o @R fafau) (U3-1 <@)

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

(@) TS @ Rl F2X F 38=A (Assemble) HET & €, TE T FR H ST

FH & oIy SamR Uy TS =edl 1 HH i ¥dd v & fau fhl =R ger
(Sfgeh) M2 (components) T G | ST¥aA FT & 9% 98 HF T T &l
TR 7 99 39 Tefd & & 98 €, 9§ T g A 9 'l - (T8 2 3W)

Raj wants to assemble a computer on his own for which he wanted to purchase the
hardware parts. Suggest the basic components required (any four) to assemble the
computer. After assembling which will be the very first software he needs for installation

out of the list given below:-

(a) TEER Graa / Driver software
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(b) AT faRH |TRE™R / Operating System Software
(©) I FEW / Word Processor

(d) T 9PRYE WRAT / Anti Virus Software (See Lesson 2)

frefafed o § 9 f/El w999 1 W Sifem) 2

Answer any one out of the following questions.

(a) Trfafea =t o w2 st (F9) fafau
Write the shortcut keys of the following.
FES, Bt fie, wafere, = %9 (U8-3 =W)
Find, Format Painter, Subscript, Change case (See Lesson 3)
(b) gfd, wEA, Hieed qon Rl feargdl w Aof G A = 21 39 R o Hieed
F @A & foau sugea fafa= =/on &1 gge < (Ie-2 <)
Shruti wants to know the hierarchical list of files, folders and storage devices of her
computer. Suggest her the steps to view the files and folders with details.
(See Lesson 2)
frafafaa ool 9 9 fordt T w9 &1 W N 2
Answer any one out of the following questions.
(a) TATE. TR # wE A fowmand fafau (-6 ¥W)
What are the main features of MS Excel? (See Lesson 6)
(b) L & I IR A9 K@U W - TEE ® TaRWe w1 THR el (T8-4 2E)

Three examples of text is shown below:- Write the type of alignment used in the text.

(See Lesson 4)

AT SR &) oEry § | ifcTert 3R &l AT 9 | aiferent SR Rl ST
Wfgd FH T U] geg | WfEd FE A Ul Heg | ¥ WfEd | Ut

Eauil i I HM
A table will help you to A table will help you to A table will help you
align text with ease. align text with ease. to align text with ease.
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4. frafafed weai 9 9 foredt T W9 1 SW AT 100-150 vl H S 4
Answer any one out of the following questions in about 100 to 150 words.

(a) T@Md "Reach Recruitment Company" 1 WHel THEE Feth &1 64 SHCERl &
TR-2 I Wewfe # Hafed e 81 gfR SR @ el 15 seieer o sefear
% fou =R <R (VET) H I Eita fmar T yEus Tk @evie witia #
T & Y% IR 9 W Mo feoaforet gufed w1 Sred €1 o -g% i gRen =g
3TETT- 37T Tkl i AT hifSTl (We-6, 7 3@)

Swati, a HR manager of "Reach Recruitment Company" has stored the candidates bio-
data in a spreadsheet. There are 15 candidates for the post of Junior Engineer. Four
rounds of interview were conducted for the candidates. The manager wants to store the
confidential comments from each round of the interview conducted in a spreadsheet.

Explain different ways to protect her workbook. (See Lesson 6, 7)

(b) = i TR H| = T TR & B4 &7 fh=l 99 TR & = o1 foenor i)
(3-8 IF)

Define chart. Name the different types of charts. Explain any three types of charts.

(See Lesson 8)

5. frfafed weai § 9 fordl TF w9 &1 SW S 100-150 =R H S 4
Answer any one out of the following questions in about 100 to 150 words.

(a) R W WM W e fafey 9 R o I°H & =R faf@u) (U39 <@)

Write short notes on smart art graphics. Write different steps to create a smart art.
(See Lesson 9)

(b) "AAA ferw e gr ¢ gedt feew wARE '’ % fau uw wfEifn w1 e en w9 @
fau e s <1 @ 2 e fawa e afdn’ @1 o TeE %1 ST Hd g0
T o TR Y| 39 Tl 8 3R Af-aTehts o & fou T o @R usg
FHell (Word Art) a1 SYIIT &1 (I3-4 @)

"AAA Educational institute" is planning to conduct a competition for "Earth Day"

Celebration. The topic is "Global Warming". Prepare an article using word processor for
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the same. Also use Clip Art and Word Art to make it more attractive.  (See Lesson 4)
(i) T&he™ W (Global.doc) & ¥4 H 3194 &M I ¥d il
Save your work as "Global.doc" on Desktop.
(i) @At =T "spell checker” =@ 3R SARTOT i Sie i
Run the spell checker and check the grammar.
(iii) fargati =1 Swm w
Use Bullets.
@iv) T (Paragraph) ¥ 1.5 dfeq 1 =G 3|
Change the line spacing of paragraph to 1.5.
(v) <EES & fou T 3t WiE SR o1 AW 3R uigHshH e ford|
Add a header to the document and write your name and course code.
(vi) 3 i, w1 3id ARSI W ) SO T Sl WE AR T e ese o
Set the top margin to 3 cm. Save your work and take a print out.

(See Lesson 4)

T < T gREsERT °§ 9 g T 9REie sAEu| 6

Prepare any one project out of the following projects given below.

(a)

"XYZ TheA, S 2020 % TR Fwe § oiffer S’ Eifd s @ 81 e &
Tufaoet |+t Ara-fuar =1 fioem & faw fesor s 9o =ed §1 3= e f& e
#1€ H Thet @M (logo) 3R Thel 1 TARA T 91T A (water mark) ¥ BH1 =g

(I8-4, 5 @)

"XYZ School" is organising an "Annual Meet" in the second week of July 2020. The
principal of the school wants to send invitation cards to all the parents to attend the

meet. He wanted to add the school logo and water mark of the school building.
() I WHW H ST FR o5 w Sied & O uh I9gE qlie T

Suggest a suitable way to add the images using Word software.

Session 2020-21 (Data Entry Operations -229)



(i) Te™S (mail merge) T FAN X, 3R I o= =RON (steps) i = o]

TSl § fhe THR & IS h STeavashdl et el

Use Mail Merge feature and write down the steps for the same. Also mention the

types of documents required in mail merge.
(iii) a1 g & foom § 9R fAw (envelopes) ST

Create four envelopes by merging an address list.

(See Lesson 4, 5)

oo

(b) TR % Heed W Tk PowerPoint T&fd IAd| 30 ffafead o & fau t wiks
At & =nfeT) (I3-9 )

Create a PowerPoint presentation on "Importance of Health". It must include the following

(one slide each): (See Lesson 9)
() e W e?
What is Health?
(i) THES e 3 T e
Mental Health and Physical Health
(i) e gYfe @M @M HI 3TEd
Healthy Food Habits
(iv) T@eF I F9C W@ H TR Tfafafi=l &t qien

Role of Physical activities in maintaining Health
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