TIET TSl 3TRYHA
DATA ENTRY OPERATIONS
(229)
Torerer ifera goaian U
TUTOR MARKED ASSIGNMENT

g 3k : 20
Max. Marks : 20

feraoft: () @ g9 @ I 54 Ed 81 g% T @ 3% 39 GHA 7T T &
Note: All questions are compulsory. The marks alloted for each question are given against
each question.
(ii) ST YaHT & JIH B W FR HT 3R 3771 7H, IFHIAF, STTT 5 BT T4
iR fawe T vt 7 fefag
Write your name, enrolment number, AI name and subject on the top of the first
page of the answer sheet.
1. ffafed oo 5 9 fhel TF 999 &1 I a9 40-60 IR # fafau) 2

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

(@)

(b)

9 TH BRI © 1 38 I ISR & %0 & oy U6 o fawg T@n &
21 3W T FYX W BRUE 9o Afed BEd B B 21 3HR A 39 HH!
At wfefen, whfdm qen fifdn &1 &m ft F3 @@ 21 ¥ 579 TR #= FEH
FHAMPIE SIAAT =07 36 T AT T HH | (Te-1, 2 3W)
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 alot of editing,

scanning, and printing work. Suggest him a computer configuration for this purpose.
(See Lesson- 1, 2)

el o A SAmfeT faen &1 gor o i & fa=d ¥ & | 9 6 9
9 fe eqede Y B1 o7 S0 STwfEn fawn ¥ foe sieed’ ¥ w1y AU BN
SiE =Tedl 81 38 14 &l i % fau 38 wH: 6 R @ @1 wrem S i,
fad (3-2 3W)

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. frfafaa ueai § 9 fodt T 999 &1 ST AT 40-60 s H Sfem) 2

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

(@)

TR 4 TH TE 9€ U 304 Thel 1 Hgetel AR fRAl ®1 o' 3W AU9e % e’ W
fafr &1 ST9Se T e @ a1 Y8 T W GHifed A Aedl ¢ HE: GAF =Wl
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(b)

F e W gL o T o9 69 YRR SWE FEl il H dhd ?1 (US4 3W)
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)

Tied A ‘Herst’ i @ foTy STevdeh =Rl (steps) 1 U difcrshl aE € fehg UET hdd
T SHA % Ffed X & 7| FreAfefaa e w1 gfea gum o fag - (e 5 3E)
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)

() o= °d H o % q= G (Body of Letter) SH | @l @1
The data source contains the body of the letter.

(i) WS SHAAS & GAE T (version)® AT FRe ol Whed FHIfed @A den §&A
TEIAST AT Bl T
Main document containing the text and graphics is different for each version of the
merged document.

freafafaa geai § 9 fodl T 999 &1 ST AT 40-60 sk H fSw) 2

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

(@)

(b)

T o1 4 fsll & foeror areft t% gheie TR # E ) 9 o TdE i & e
T I HicH T € q1 SH HieH & ‘T’ ¥ o 39 i & fawa A foeww
foradt ©1 5o gy o8 ‘eTeifthe’ qun ‘Yueee’ glawtet w1 WM il 21 eeifthe
FHiad' o &1 TN w6 AU Aewgs wHHAR Il 6l fagl (d8-7 <9@)
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)
T gy W fFdr wam w IUF-9nel (time Tale) QI (WB-6, 7 @)
Make a time table of any class in Excel. (See Lesson- 6, 7)
1. T & W qen dfaey & fog ‘e’ s e
Add the border for Periods and Name of the Days.

2. WHeR den Toar & el &l Sfer-3fem T 9wl
Fill different colours for Saturday and Sunday.

A t i |} . F L5} M |
Time Table of Class XI

2 Dayi | ] 1 I Break v Wi vl vl
1 Monday

4 Tueday

5 Wednesday
6 Thursday

7 Fridey

5
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4. frefafed gof 9 9 fodl TF W9 &1 I @9 100-150 TR H ) 4
Answer any one of out of the following questions in about 100 to 150 words.

(a) Wi foemem § swogex ffeent 21 o8 oo foenfefal 1 fer @@l &1 guifed e =i

Fedl § - (We-2, 3 )
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)

() TH TS I HX IGH] H HE-hieet &I
Create a folder and name it as " My Folder".

(i) TH TH a8 H "test.docx" M H HEA T P ‘HAE-Hieel H T HA
Create MS Word file named "test.docx" and save it in "My Folder"

iy ‘HE-weeX’ H "test.docx"HT TH U (copy) I
Make a copy of "test.docx" in "My _Folder".

v) ‘AE-Hieel’ AW % Wieel & AW R A9 R g7 gL AW W &
Change the name of folder "My Folder" to a different name of your choice.

IY HE Bl GUIed i & AU 3avgsh HHaIR - =00 &l o

Write down the steps required to carry-out the above indicated tasks.

(b) TS T Sk § R 21 9 foeedl o W SOl TMER0 S04 T8 e we T &1 s |
hTaT HTedl ¢l ool ofe & qed fusit 3 U Uk Avenies wedAres fored
el qA IFH! Ufadl sAvT: Jearad, fReell oid, 91 9ie au1 WREe wead | S5
%I T TS 1 39 FE & AU fFE HER A1 JART w1 MU 360h SR T @
% Td ! IMHA H Y fA®T (envelopes)TaR T qe e & & faw smewas
FHAR ieman & =Ron i e (T3-4, 5 3W)

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 Rajuse in writing
the application? Also write steps to create and print envelopes that include Raj's return address.

(See Lesson- 4, 5)

5. freafafad geai § 9 fodt T 999 1 ST AT 100-150 g | fSm) 4

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

(a) offEel 9RdE foen wdem-2013 & @R AMeie TF | 1367 Wi faamem, 16
g e fomrera, 9 st wemd-ura faemer, qun 96 Tafs R e ura fomme™
2l
TH SN i Teh dh3ile § Sicf de1 Hafad 9§ - = (Pie - Chart) S ST
(3-8 =)

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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b)

Enter this information in an Excel sheet and insert a Pie Chart to represent this data.
(See Lesson- 8)

IPY A ARG & T q 3Rt qEmfE % IR B TH YA (quiz) HEfad R &
U T qfeR-wIGE USiTH a1 21 SHe! Wl wiged | ¥ - foshedl wed R &
w9 A €| 31d 9% 39 USIovH W h® GUN Al Hredl Bl 3 Hd o Schy i HEE h
7 Fefafeaa @& @« w0 & fag = fog: (I38-9 T@)

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. %9 WEeH ® A & TRl Sl

Insert maps of states in some slides.

2. HD WS HI HHANGRA H SHE TH TRT Haa Hifgd ¥99 & faw gwe @

Set timings for certain slides so that a question appears only for a limited time.

3. TS I % SN TiEed TIHYH (animation) % WY Yk B =T

During the slide show slides appear with some animation.

4, YAH T3S & A= aqaE fafy fgee =nfew

Current date appears at the bottom of each slide.

G & T ufEeet B g H @ & Tw afEee 99 i 6

Prepare any one project out ofthe given below:

(@)

et foeme™ & ©a-#g faam 3 Ta-#g el eer & favewn & fou f= awsie
TE o (I13-6, 7, 8 3W)
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. Team Coach Matches | Matches | Highest | %age of | Remarks

No. Played Won Level Matches
Won

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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Matches Won

%age of Matches Won

frdt o= faamem & fou w& € us asie, =© 9fed, oA

You are required to create similar worksheet with charts for some other school.

(b) ST T & IR W SFeRI, S - AW, GhHl Hi WA, &d UM 1 A, S

M, REKLT, S THHAA Heh HH § FHF 2 TR 6 Th SiHHS aA¢| SiRHe |
FA-U-%T 4 Ferua fo ot g9 =few) (Te-3, 4 3@)

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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