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MkVk ,aVªh vkWijs'ku
DATA ENTRY OPERATIONS

(229)
f'k{kd vafdr ewY;kadu i=k

TUTOR MARKED ASSIGNMENT

oqQy vad % 20
Max. Marks : 20

fVIi.kh% (i) lHkh iz'uksa osQ mÙkj nsus vfuok;Z gSaA izR;sd iz'u osQ vad mlosQ lkeus fn, x, gSaA
Note: All questions are compulsory. The marks alloted for each question are given against

each question.
(ii) mÙkj iqfLrdk osQ izFke ì"B ij Åij dh vksj viuk uke] vuqØekad] vè;;u ozsQUnz dk uke

vkSj fo"k; Li"V 'kCnksa esa fyf[k,A
Write your name, enrolment number, AI name and 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 fyf[k,A 2
Answer any one of the following questions in about 40 to 60 words.

(a) jke ,d iQksVksxzkiQj gS rFkk mls vius iQksVksxzkQh ds dke ds fy, ,d daI;wVj flLVe rS;kj djuk
gSA mls vius daI;wVj ij iQksVksxzkiQ rFkk ohfM;ks iQkbysa LVksj djuk gSA blds vfrfjDr mls dkiQh
vf/d ,fMfVax] LdSfuax rFkk fizafVax dk dke Hkh djuk gksrk gSA mls fdl izdkj dk daI;wVj
dkWufiQxjs'ku viukuk pkfg,\ bl ij viuh jk; O;Dr djsaA  (ikB&1] 2 ns[ksa)
Raj is a photographer and for his photography work he wants to assemble a computer system.
On this computer he wants to store photographs, videos. He also has to do a lot of editing,
scanning, and printing work. Suggest him a computer configuration for this purpose.

 (See Lesson- 1, 2)

(b) vkyksd us vius vkWijsfVax flLVe dh rqyuk vius fe=k ds flLVe ls djus ij ik;k fd mldk
viuk flLVe viMsVsM ugha gSA og vius vkijsfVax flLVe esa ^foaMkst+ viMsV~l* ls dqN u, iQhpj
tksM+uk pkgrk gSA bl dk;Z dks djus ds fy, mls Øe'k% fdu fdu LVsIl dk ikyu djuk gksxk]
fy[ksaA (ikB&2 ns[ksa)

Alok compared his Operating system (Windows) with his friend's and found that it is not
updated. He wants to add new features from Windows Update. Write the steps he should
follow for the same.  (See Lesson- 2)

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) vydk us ,e ,l oMZ esa vius Ldwy dk eSU;wvy rS;kj fd;k gSA og bl eSuqvy ds ^QqVj* esa
frfFk dks viMsV djuk pkgrh gS rFkk ì"B la[;k Hkh lekfgr djuk pkgrh gSA Øe'k% izR;sd pj.k
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dks Li"V djrs gq, fy[ksa fd og fdl izdkj mi;qZDr dk;ksZa dks dj ldrh gSA (ikB&4 ns[ksa)
Alka has prepared a manual in MS Word for her school. She wants to update the date in the
footer and also wants to insert the Page numbers. How can she achieve this, write the steps.

 (See Lesson- 4)

(b) lksge~ us ^esyetZ* djus ds fy, vko';d pj.kksa (steps) dh ,d rkfydk cukbZ gS fdarq ,slk djrs
gq, mlus dbZ =kqfV;ka dj nh gSA fuEufyf[kr okD;ksa dh =kqfV;ka lq/kkj dj fy[ksa & (ikB 5 ns[ksa)
Soham made a list of steps for doing Mail Merge. But he has made many mistakes while
performing it. Correct the mistakes in the sentences given below:  (See Lesson- 5)

(i) MkVk lkslZ esa i=k dh eq[; lajpuk (Body of Letter) mlh esa jgrh gSA
The data source contains the body of the letter.

(ii) etZ nLrkost ds izR;sd olZu (version)ds fy, VsDLV rFkk xzkfQDl lekfgr j[kus okyk eq[;
nLrkost vyx&vyx gksrk gSA
Main document containing the text and graphics is different for each version of the
merged document.

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

(a) xkSjh vius 4 fe=kksa ds fooj.k okyh ,d odZ'khV rS;kj dj jgh gSA og vius izR;sd fe=k ds fy,
,d vyx dkWye cukrh gS rFkk ml dkWye ds ^lsy* esa vius ml fe=k ds fo"k; esa fooj.k
fy[krh gSA blds i'pkr~ og ^vkVksfiQV* rFkk ^jSiVsDLV* lqfo/kvksa dk iz;ksx djrh gSA ^vkVksfiQV
dkWyEl* lqfo/k dk iz;ksx djus ds fy, vko';d Øeokj pj.kksa dks fy[ksaA (ikB&7 ns[ksa)
Gauri is creating a worksheet with details of her 4 friends. She makes a separate column for
each friend and writes about him or her in the cell and then she uses Autofit and Wrap Text
features. Write the steps to Autofit Columns. (See Lesson- 7)

(b) ,Dlsy odZ'khV ij fdlh d{kk dh le;&lkj.kh (time Tale) cuk,aA (ikB&6] 7 ns[ksa)
Make a time table of any class in Excel. (See Lesson- 6, 7)

1- fnuksa ds uke rFkk ihfj;M~l ds fy, ^ckMZj* cuk;saA
Add the border for Periods and Name of the Days.

2- 'kfuokj rFkk jfookj ds fnuksa dks vyx&vyx jaxksa ls HkjsaA
Fill different colours for Saturday and Sunday.
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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 of out of the following questions in about 100 to 150 words.

a (a) eqfDr fo| ky;  esa daI; wVj f' kf{kdk gSA og vi us fo| kfFkZ; ksa dks fuEu dk; ksZa dks l ai kfnr djus dks
dgrh gS & (ikB&2] 3 ns[ksa)
Mukti is a computer teacher in the school. She asks her student to carry out the following tasks
in the computer lab:  (See Lesson- 2, 3)
(i) , d i QksYMj cuk dj ml dk uke ekbZ&i QksYMj j [ kukA

Create a folder and name it as " My_Folder".
(ii) , e , l  oMZ esa "test.docx" uke dh i Qkby cuk dj êkbZ&i QksYMj* esa l so djuk

Create MS Word file named "test.docx" and save it in "My_Folder"
iii) êkbZ&i QksYMj* esa "test.docx"dh , d i zfr ( copy)  cukukA

Make a copy of "test.docx" in "My_Folder".
iv) êkbZ&i QksYMj* uke ds i QksYMj dk uke cnydj v i us }kjk pqus gq,  uke i j  j [ kukA

Change the name of folder "My_Folder" to a different name of your choice.

mi jksDr dk; ksZ dks l ai kfnr djus ds fy,  vko' ; d Øeokj & pj.kksa dks fy[ ksaA
Write down the steps required to carry-out the above indicated tasks.

(b) jkt  , d cSad esa dk; Zjr gSA og fnYyh czkap l s v i uk LFkkukarj.k v i us xg̀ ft ys i Vuk dh czkap esa
djokuk pkgrk gSA fnYyh czkap ds eq[ ;  vf/ dkjh us ml l s , d vkSi pkfjd i zkFkZuki =k fy[ kus dks
dgk rFkk ml dh i zfr; ka Øe' k% eq[ ; ky; ] fnYyh czkap] i Vuk czkap rFkk i z' kkl fud dk; Zy;  esa Hkst us
dks dgkA jkt  dks bl  dk; Z ds fy,  fdl  i Qhpj dk i z; ksx djuk pkfg, A bl ds vfrfjDr v i us Lo; a
ds i rs dks ' kkfey djrs gq,  fyi Qki Qs ( envelopes) rS; kj djus rFkk fi zUV djus ds fy,  vko' ; d
Øeokj i zfØ; k ds pj.kksa dks fy[ ksaA (ikB&4] 5 ns[ksa)
Raj is working with a bank. He wants transfer from Delhi branch to his hometown in Patna.
Delhi branch head asked him to write a formal application and send copies to Headquarters,
Delhi branch, Patna branch and Administrative office. Which feature should Raj use in writing
the application? Also write steps to create and print envelopes that include Raj's return address.

 (See Lesson- 4, 5)

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) vf[ ky Hkkjrh;  f' k{kk l osZ{k.k&2013 ds vuql kj ukxkySaM jkT;  esa 1367 l jdkjh fo| ky; ] 16
LFkkuh;  fudk;  fo| ky; ] 9 fut h l gk; rk&i zkIr fo| ky; ] rFkk 96 fuft  xSj l gk; rk i zkIr fo| ky;
gSaA
bl  t kudkjh dks , d odZ' khV esa Mkysa rFkk l acaf/ r i kbZ & pkVZ (Pie - Chart)  Hkh cuk, aA

(ikB&8 ns[ksa)
In All India School Education Survey 2013 it was found that the state of Nagaland has 1367
Government Schools, 16 Local Body Schools, 9 Private Aided Schools, and 96 Private
Un-Aided Schools.
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Enter this information in an Excel sheet and insert a Pie Chart to represent this data.
(See Lesson- 8)

b) mRd"kZ us Hkkjr ds jkT; ksa rFkk mudh jkt / kkfu; ksa ds ckjs esa , d i z' uksÙkjh (quiz) l apkfyr djus ds
fy,  , d i kWoj&Iok, aV i zst sa+Vs' ku cukbZ gSA ml dh l Hkh LykbM~l  esa cgq & fodYi h i z' u VSDLV ds
: i  esa gSaA vc og bl  i zst sa+Vs' ku esa dqN l q/ kj djuk pkgrk gSA bl  dk; Z esa mRd"kZ dh enn djus
gsrq fuEufyf[ kr dk; ksZa dks djus ds fy,  pj.k fy[ ksa% (ikB&9 ns[ksa)
Utkarsh created a PowerPoint presentation to conduct a quiz on States of India and their
Capitals. All his slides contain multiple choice questions in text form. Now he wants to make
some improvements in the presentation. You have to help him by writing the steps to do the
following:  (See Lesson- 9)

1- dqN LykbM~l  esa jkT; ksa ds uD' ks MkyukA
Insert maps of states in some slides.

2- dqN LykbM~l  dks l e; kafdr djuk ft l l s , d i z' u dsoy l hfer l e;  ds fy,  i zdV gksA
Set timings for certain slides so that a question appears only for a limited time.

3- LykbV ' kks ds nkSjku LykbM~l  , uhes' ku (animation)  ds l kFk i zdV gksuh pkfg, A
During the slide show slides appear with some animation.

4- i zR; sd LykbM ds uhps orZeku frfFk fn[ kuh pkfg, A
Current date appears at the bottom of each slide.

6- uhps nh xbZ ifj;kstukvksa dh lwph esa ls dksbZ ,d ifj;kstuk rS;kj dhft,A 6
Prepare any one project out of the given below:

(a) fdl h fo| ky;  ds [ ksy&dwn foHkkx us [ ksy&dwn l aca/ kh MkVk ds fo' ys"k.k ds fy,  fuEu odZ' khV
cukbZ gS% (ikB&6] 7] 8 ns[ksa)
The sports department of a school has created a worksheet to store and analyse sports related
data. The worksheet and the corresponding graphs are given below:  (See Lesson- 6, 7, 8)

Sports Department                                                    
(Progressive Minds School) 

S. 
No. 

Team Coach Matches 
Played 

Matches 
Won 

Highest 
Level 

%age of 
Matches 

Won 

Remarks 

1 Basket Ball ( J) Neelam 10 8 State 80.00%   

2 Basket Ball ( S) Indrash 15 10 State 66.67%   

3 Volley Ball ( J) Archita 12 9 State 75.00%   

4 Volley Ball ( S) M. Pal 18 15 National 83.33%   

5 Cricket (J) Narendra 10 7 Zonal 70.00%   
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fdl h vU;  fo| ky;  ds fy,  , sl h gh , d odZ' khV] pkVZ l fgr] cuk, aA
You are required to create similar worksheet with charts for some other school.

(b) vi us bykds ds ckjs es t kudkjh] t Sl s & uke] edkuksa dh l a[ ; k] {ks=kh;  Fkkus dk uke] Mkd?kj dk
uke] vkj-MCyw-, - vkfn , df=kr djds de l s de 2 i "̀Bksa dk , d MkWD; wesaV cuk, aA MkWD; wesaV eas
de&l s&de 4 l acaf/ r fp=k Hkh gksus pkfg, A (ikB&3] 4 ns[ksa)

Gather information about your locality (like Area, Number of houses, Police Station, Post
Office, RWA etc.) and prepare a document of at least 2 pages about it. The document must
contain at least 4 relevant images.  (See Lesson- 3, 4)
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