
49Session 2020-21 (Data Entry Operations &229)

MkVk ,UVªh vkWijs'kUl
Data Entry Operations

(229)

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 : All questions are compulsary. The marks allotted for each question are given 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 nhft,% 2

Answer any one of the following questions.

(d) flLVe lkWÝVos;j o ,Iyhsds'ku lkWÝVos;j esa varj fyf[k,A (ikB&1 ns[ksa)

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

([k) jkt Lo;a fdlh daI;wVj dks vlsEcy (Assemble) djuk pkgrk gS] og vius daI;wVj dks vlsacy

djus ds fy, gkMZos;j ikVZ~l [kjhnuk pkgrk gSA daI;wVj dks vlsacy djus ds fy, fdUgha pkj ewyHkwr

(csfld) dkEiksusUV~Vl (components) dk lq>ko nsaA vlsacy djus ds ckn og dkSu lk lcls igyk

lkWÝVos;j gS ftls mls bULVkWy djus dh t:jr gS] uhps nh xbZ lwph esa ls NkaVs & (ikB 2 ns[ksa)

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) Mªkboj lkWÝVos;j / Driver software
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(b) vkWijsfVax flLVse lkWÝVos;j / Operating System Software

(c) oMZ çkslslj / Word Processor

(d) ,UVh ok;jl lkWÝVos;j  / Anti Virus Software (See Lesson 2)

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

Answer any one out of the following questions.

a (a) fuEufyf[kr dh 'kkWVZ dV dqath (dht+) fyf[k,A

Write the shortcut keys of the following.

iQkbaM] iQkWjesV fçaVj] lcfLØIV] psat dsl (ikB&3 ns[ksa)

Find, Format Painter, Subscript, Change case (See Lesson 3)

(b) Jqfr] iQkby] iQksYMjksa rFkk LVksjst fMokblksa dh Js.kh lwph tkuuk pkgrh gSA mls iQkby o iQkWYMjksa

dks ns[kus ds fy, mi;qDr fofHkUu pj.kksa dk lq>ko nsaA (ikB&2 ns[ksa)

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)

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

Answer any one out of the following questions.

(a) ,e-,l- ,Dlsy dh dksbZ nks fo'ks"krk,¡ fyf[k,A (ikB&6 ns[ksa)

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

(b) VsDLV ds rhu mnkgj.k uhps fn[kk, x;s gSa%& çR;sd ds ,ykbUesaV dk çdkj fy[ksaA (ikB&4 ns[ksa)

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

(See Lesson 4)

rkfydk VsDLV dks vklkuh ls

lajsf[kr djus esa vkidh enn

djsxh

A table will help you to

align text with ease.

rkfydk VsDLV dks vklkuh ls

lajsf[kr djus esa vkidh enn

djsxh

A table will help you to

align text with ease.

rkfydk VsDLV dks vklkuh

ls lajsf[kr djus esa vkidh

enn djsxh

A table will help you

to align text with ease.
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4. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj yxHkx 100&150 'kCnksa esa nhft,A 4

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

(a) Lokfr "Reach Recruitment Company" dh ekuo lalk/u çca/d gSA mlus mEehnokjksa ds

ck;ks&MsVk dks LçsM'khV esa laxzfgr fd;k gSA twfu;j bathfu;j ds fy;s 15 mEehnokj FksA mEehnokjksa

ds fy, pkj nkSj (jkmUM) dk baVjO;w vk;ksftr fd;k x;kA çca/d ,d LçssM'khV iznf'kZr esa

bUVjO;w ds çR;sd nkSj ls çkIr xksiuh; fVIif.k;k¡ laxzfgr djuk pkgrh gSA odZ&cqd dh lqj{kk gsrq

vyx&vyx rjhdksa dh O;k[;k dhft,A (ikB&6] 7 ns[ksa)

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) pkVZ dks ifjHkkf"kr djsaA pkVZ fdrus çdkj ds gksrs gSa\ fdUgha rhu çdkj ds pkVks± dk fooj.k nhft,A

(ikB&8 ns[ksa)

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

(See Lesson 8)

5. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj yxHkx 100&150 'kCnksa esa nhft,A      4

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

(a) LekVZ vkVZ xzkfiQDl ij uksV fyf[k, o LekVZ vkVZ cukus ds pj.k fyf[k,A (ikB&9 ns[ksa)

Write short notes on smart art graphics. Write different steps to create a smart art.

(See Lesson 9)

(b) "AAA 'kSf{kd laLFkku** }kjk ^^i`Foh fnol lekjksg** ds fy, ,d çfr;ksfxrk dk lapkyu djus ds

fy, ;kstuk cuk;h tk jgh gS ftldk fo"k; ^Xykscy okfe±x* gSA oMZ çkslslj dk mi;ksx djrs gq,

,d ys[k rS;kj djsaA blds vykok bls vkSj vf/d&vkd"kZd cukus ds fy, fDyi vkVZ vkSj 'kCn

dyk (Word Art) dk mi;ksx djsaA (ikB&4 ns[ksa)

"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) MsLdVkWi ij (Global.doc) ds :i esa vius dke dks lso djsaA

Save your work as "Global.doc" on Desktop.

(ii) orZuh pSdj "spell checker" pyk;sa vkSj O;kdj.k dh tk¡p djsaA

Run the spell checker and check the grammar.

(iii) fcUnqvksa dk mi;ksx djsaA

Use Bullets.

(iv) iSjkxzkiQ (Paragraph) esa 1-5 iafDr dk Lisl nsaA

Change the line spacing of paragraph to 1.5.

(v) nLrkost ds fy, ,d gSMj tksM+sa vkSj viuk uke vkSj ikB~;Øe dksM fy[ksaA

Add a header to the document and write your name and course code.

(vi) 3 lseh- dk 'kh"kZ ekftZu lsV djsaA vius dke dks lso djsa vkSj ,d fçaV vkmV ysaA

Set the top margin to 3 cm. Save your work and take a print out.

(See Lesson 4)

6. uhps nh xbZ ifj;kstukvksa esa ls dksbZ ,d ifj;kstuk cukb,A      6

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

a (a) "XYZ Ldwy] tqykbZ 2020 ds nwljs lIrkg esa ^^okf"kZd cSBd** vk;ksftr dj jgk gSA Ldwy ds

fçafliy lHkh ekrk&firk dks feyus ds fy, fuea=k.k dkMZ Hkstuk pkgrs gSaA mUgksaus dgk fd fuea=k.k

dkMZ esa Ldwy yksxks (logo) vkSj Ldwy dh bekjr dk okVj ekdZ (water mark) Hkh gksuk pkfg,A

(ikB&4] 5 ns[ksa)

"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) oMZ çkslslj dk mi;ksx dj fp=kksa dks tksM+us ds fy, ,d mi;qDr rjhdk crk,¡A

Suggest a suitable way to add the images using Word software.
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(ii) esyetZ (mail merge) dk ç;ksx djsa] vkSj mlds fofHkUu pj.kksa (steps) dks uhps fy[ksaA

esyetZ esa fdl çdkj ds nLrkostksa dh vko';drk gksrh gSA

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

types of documents required in mail merge.

(iii) irk lwph ds foy; ls pkj fyiQkiQs (envelopes) cuk,¡A

Create four envelopes by merging an address list.

(See Lesson 4, 5)

(b) LokLF; ds egRo ij ,d PowerPoint çLrqfr cuk,¡A blesa fuEufyf[kr izR;sd ds fy, ,d LykbM

'kkfey gksuh pkfg,A (ikB&9 ns[ksa)

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

(one slide each): (See Lesson 9)

(i) LokLF; D;k gS\

What is Health?

(ii) ekufld LokLF; vkSj 'kkjhfjd LokLF;

Mental Health and Physical Health

(iii) LokLF; o/Zd [kkuk [kkus dh vknrsa

Healthy Food Habits

(iv) LokLF; dks cuk, j[kus esa 'kkjhfjd xfrfof/;ksa dh Hkwfedk

Role of Physical activities in maintaining Health


