TIET TS R
DATA ENTRY OPERATIONS
(336)

Torerer 3iferd goaian uxr
TUTOR MARKED ASSIGNMENT

gl 3h 1 20
Max. Marks : 20

feraoft: () @ g9 @ I 54 AT 81 I FT @& 3% 39 GHA 7T T &

Note: All questions are compulsory. The marks alloted for each question are given against
each question.

(i) S GRAHT &F TIH S W FR &1 3R TG 7TH, TTHA®, STETTT B5 BT AH
3R favg Ty w=t 4 fara
Write your name, enrolment number, AI name and subject on the top of the first
page of the answer sheet.

1. frefafed s 5 @ fF T 999 &1 ST T 40-60 Rl H fafau) 2
Answer any one of the following questions in about 40 to 60 words.
(a) 9 HHR I W™ AR 7 drfernt § foeror & (T3-1 W)
FHR fa=d & 9m HIfEIH (Configuration )/faaxor

H.dLg, (W qo1 Hied)

1

2. g (frede dun fopea)
3. W (RAM)- GB

4. e fem=h T=a - GB

Check your computer and write down the details using the table below :

Parts of a computer system Description of configuration
1.  CPU(make and Model)

2. Processor Speed
3. RAM(GB)
4 Storage capacity of Hard disk drive (GB)

(See Lesson- 1)

(b) {re T YU HoASE B S THUE oS H1 YA Hh T Al a4 ¢ T g9 B GIE
@ R feunlt w1 T R G 3@ IR *i oMIfuehd TR o Wik e % forg
JEEE 1 FANT HET Tl 81 qEee 1 T4 i & fou 39 hH 9 = 1 g
FHE B (U3-3 W)
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Rita is a group coordinator, she has written comments about each group member in a file
created in MS Word. She wants to protect the document from unauthorized access. She
wants to use password to protect the file. Write the steps which Rita should follow to set the
password for the document. (See Lesson- 3)

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

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

(a) 9 9 ®F 5 TAl, 3T AU, A0 JEAAEAA & T Hi Th G aA€) = o
numbered list 9T bulleted list T T Y& BT =TT (Ir3-4 W)

Anu has written one paragraph about the meeting held in her center, but she knew that her
senior does not have much time to read through it. So she decided to format the paragraph
using bulleted and numbered lists. Write the steps for the above text formatting.

(See Lesson- 4)

(b) Tfa Wh O Wl A o W R g Hel -HS GSUE. SHARTRY S 1 STANT 3qH
g firsl =l fmso 34 & e wEdl €1 39 e & fau 39 fhad YRR % Sl &1
STETAhA BM? Scord il (Ure-5 <W)

Swati is planning a party, she wants to use mail merge feature for writing invitation letter to her
8 friends. Write the types of documents mail merge requires. (See Lesson- 5)

3. frAfafed s o @ fFet T WT 1 SW AT 40-60 R H U 2
Answer any one out of the following questions in about 40 to 60 words.
(a) feuwm@ fa® : http://www.iith.ac.in/courses/pg.htm H
() SEF M I e?
(i) TR FIX & W g
(i) SAESTAATET fFg YHR &1 872
(ivy URLH http: =1 941 i fepan wn @2 (T3-10 <)
Attempt any 1 ( 2marks each)
For the given link "http://www.iitb.ac.in/courses/syllabus/urLhtu"
(1)  What is the Domain name
(i)  Write the name of the host computer
(i)  Write the type of organization.
(iv) Why http isused in URL (See Lesson- 10)
(b) & T TS faSl § wri Al dAfaed

Label the parts of an excel window given below:
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4. Treafafad gt § 9 fodt T 999 1 ST AT 100-150 g | {fSm) 4

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

70

(@)

(b)

Affa w1 @ o€ | w oi@ fae =wedt €1 fEfatea st | s % fog o fag
Aditi wants to write an article on MS Word. Write down the steps for the following tasks:

() O 3@ @ i THERN @M & T T Y& 1 FEAN ST GEdl 21 e i
IYYH FuHIell Rl ¥ 98 & W0 fad|

She wants to use new words to make it more impressive. Help her in replacing the
words with the suitable synonym.

(i) S T R TRL (text) F KD UK AR/ TR W@ie W @ifrd 1 5T

1 o1 27 3@ WS % THYE & fou =R ford| (Ue-4 W)
She found Red and Green wavy lines under some of the words in a text. What is this
problem and how will it be resolved? (See Lesson- 4)

15 ST 2014 1 Aol fo| & 3I9aed | RRft &1 9 H Th diehidh 998
1 S oA TE 21 39 T % % e IR i sAfRETa H0T 95 T Sl
=1 Fia1 T 21 3w & fou T SHe % STIER T S @ (data source)

g
1. Safe &1 A9 2. Tam - |

3. Udl - 2 4.  WH .

5. B 6. 9Ug

7. fafa (UB-5 TW)

One cultural program is planned on 15 August 2014 in Ayushi's apartment. Ayushi is an in-
charge for sending personalized invitation to the families of the apartment.

Create a data source with the following information.
(1) Name ofthe Person, (i)  Addressl
(i) Address2 (v)  Phone number
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(v)  Venue (vi) Time
(vi) Date (See Lesson- 5)
5. ffafad s 5 9 fFd T 999 &1 W @9 100-150 IR H A 4

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

(a) UGS a9 R & AW W UH Al &l < 7 P HRFA H1 AASH fFHA1 39
JEW W & 2000 T TEHR W, & 2,500 FHEINH HE @R W & 3,000
ek fdh HEHA W F.1,500 TEE FHAME o ARSR & STRI & fau, T & 2,800
AT W @9 fhY MW I8 SR T ashvie (Excel) H el a9 39 ST &I YR
FH F U SUgE 9 s (We-6, 8 3E&)

On the occasion of Independence Day celebrations the RWA of a locality organized some
events. On this organization Rs. 2000 were spent on Talent Rewards Program, Rs. 2500 on
social work awards for children, Rs. 3000 on cultural programs, Rs. 1500 on gifts for sweepers
and watchmen of the society, and Rs. 2800 on refreshments.

Enter this information in an Excel sheet and insert an appropriate chart to represent this data.
(See Lesson- 6, 8)

(b) FHAT A ‘GES i Sgal & forg Aier S I EeR die Y HWehd B fawa W
Th WeR-AUe YSivM 5| S99 HeaM 1 TAN A, HSah! hl &1 T HEAT, A=
Hehdll 1 I HA, TEH W OGN 7 HEAl, MM STIUMRUME INHA ST TS| IS i
gft wzed ool o TR 1 YA foRe e o1 E% ofw Usiev™ H e uRedd
T TEd B 3R i & fou = faeet gEen #1 aeg i

1. HS wWieed ¥ difear Serl

2. TES W % Td: GEeH % [ timing #E N

3. USiey™ H oftH (theme) STeHl

4. TEed & T @ (4 sides Ufd UST) (-9 <W)
Sumedha created a PowerPoint presentation on how citizens can mend their behavior for
betterment of the society. She included the concepts like using dustbins and not littering the
roads, obeying traffic signals, not indulging into road rage etc. All these slides contain images

and text. Now she wants to make some changes in the presentation. You have to help her by
writing the steps to do the following:

(1)  Insert videos in certain slides.

(i)  Set timings for slides so that slide show continues automatically.

(i)  Apply a theme to the presentation.

(iv) Print the slides ( 4 slides per page). (See Lesson-9)
6. A= @ T ufEsel W gE § 9 HE U RS AR i) 6

Prepare any one project out ofthe given below:
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eIt hget SFHEIS TRt SFEIS (accessories) SET €1 HUA ® BRI ANA A TR
fagelmo & faq U S @ o 9 # Wy TR # 2 S fm AS gl w R

AT TW YER H Th g, 96 & Wy, R o F T & faw ) (7e-7, 8 3@)
You are required to create similar worksheet with charts for some other company.
(See Lesson- 7, 8)

Quality Computer Accessories
S. Description | Cost Selling Profit | Qty Sale Profit
No. Price Price % Sold Amount
1 CD 5 8 60.00 12 96 36
2 DVD 10 15 50.00 20 300 100
3 Pen Drive 300 330 10.00 5 1650 150
4 Mouse 120 140 16.67 8 1120 160
5 Keyboard 180 210 16.67 12 2520 360
Total 5686 806

Profit%

Keyboard, 16.
a7

Mouse, 16.67

Fen Drive
,10.00
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400.00

350.00

300.00

250,00

200.00 | profit%

150.00 MW Profit

100.00

50.00

0.00 =
D DD PenDrive Maouss Keybaard

(b) NIOS & R ¥ WM&l SHH! J6-Wge ( website) ¥ Shagl X IR %7 § %7 4
TSl &1 T Sfegae NIOS & R # 9AW| Sfegde # 19 SHerl stawg s =feul

- NIOS =1 2l

«  NIOS 1 =%l 2l

- OBE 9™ =1 2|

39! 9 Y 4 fao o NIOS &1 d9-915e 9 eRFae (download) & & (NIOS

T e e 1 opan scvanng TR+ NIOS 1 <l ﬁ +2 3 o) SR ST T W
T w2 (e-10 W)

Gather information about NIOS from its website and prepare a document of at least 4 pages
on NIOS. The document must contain the following information:

. What is NIOS
. Whats does NIOS do
. What is OBE programme

You should also download at least 4 images (NIOS Title =i o oper soreins + NIOS

Logo @ + 2 more images) from NIOS website and use these images appropriately in your
document.

(See Lesson- 10)
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