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MkVk ,aVªh vkWijs'kUl
DATA ENTRY OPERATIONS

(336)
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) vius daI;wVj dks tkapsa vkSj fuEu rkfydk esa fooj.k nsa ( i kB&1 ns[ ksa)

daI; wVj fl LVe ds Hkkx   dkWfi Qxzs' ku (Configuration)@fooj.k
1- l h-i h-; w- (esd rFkk ekWMy)
2- MªkbOl  ( fi QDl M rFkk fjewoscy)
3- jSe (RAM)& GB

4- gkMZ fMLd Mªkbo & 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) jhVk ,d xqzi la;kstd gSA mlus ,e,l oMZ dk iz;ksx djds ,d Qkby cukbZ gS ftlesa xzqi ds izR;sd

lnL; ij fVIi.kh dh xbZ gSA jhVk bl VsDLV dks vukf/kdr̀ ,Dlsl ls lqjf{kr djus ds fy,
ikloMZ dk iz;ksx djuk pkgrh gSA ikloMZ dk iz;ksx djus ds fy, mls dkSu ls pj.kksa dk ikyu
djuk gksxkA ( i kB&3 ns[ ksa)
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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- 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(a) de ls de 5 jkT;ksa] muds jkT;ikyksa] rFkk eq[;eaf=k;ksa ds ukeksa dh ,d lwph cuk,aA lwph esa
numbered list RkFkk bulleted list nksuksa dk iz;ksx gksuk pkfg,A ( i kB&4 ns[ ksa)
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) Lokfr ,d ikVhZ dh ;kstuk cuk jgh gSA og esy &etZ ¼mail-merge½lqfo/kk dk mi;ksx viuh
8 fe=kksa dks fuea=k.k nsus esa djuk pkgrh gSA bl dk;Z ds fy, mls fdrus izdkj ds MkWD;qesaV~l dh
vko';drk gksxh\ mYys[k djsaA ( i kB&5 ns[ ksa)
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- 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) fn, x, fyad % http://www.iitb.ac.in/courses/pg.htm esa
(i) Mksesu uke D;k gS\
(ii) gksLV daI;wVj dk uke fy[ksaA
(iii) vkWxsZukbt+s'ku@laxBu fdl izdkj dk gS\
(iv)  URL esa  http: dk iz;ksx D;ksa fd;k x;k gS\ ( i kB&10 ns[ ksa)
Attempt any 1 ( 2marks  each)

For the given link "http://www.iitb.ac.in/courses/syllabus/url.htu"

(i) What is the Domain name

(ii) Write the name of the host computer

(iii) Write the type of organization.

(iv) Why http is used in URL (See Lesson- 10)

(b) nh xbZ ,Dlsy foaMks esa Hkkxksa dks ysfcy djsaA
Label the parts of an excel window given below:
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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) vfnfr ,e ,l oMZ esa ,d ys[k fy[kuk pkgrh gSA fuEufyf[kr dk;ksZa dks djus ds fy, pj.k fy[ksa
Aditi wants to write an article on MS Word. Write down the steps for the following tasks:

(i) og bl ys[k dks izHkko'kkyh cukus ds fy, u, 'kCnksa dk iz;ksx djuk pkgrh gSA 'kCnksa dks
mi;qDr lekukFkhZ 'kCnksa ls cnyus ds pj.k fy[ksaA
She wants to use new words to make it more impressive. Help her in replacing the
words with the suitable synonym.

(ii) mlus ik;k fd VsDLV (text) ds dqN 'kCn yky@gjh ygjuqek js[kkvksa ls js[kkafdr gSaA bldk
D;k vFkZ gS\ bl leL;k ds lek/ku ds fy, pj.k fy[ksaA ( i kB&4 ns[ ksa)
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)

(b) 15 vxLr 2014 dks Lora=krk fnol ds miy{; eas vk;q'kh dh cLrh esa ,d lkaLdf̀rd lekjksg
dh ;kstuk cukbZ xbZ gSA blds fy, cLrh ds lc ifjokjksa dks O;fDrxr fuea=k.k Hkstus dk nkf;Ro
vk;q'kh dks lkSaik x;k gSA bl dk;Z ds fy, fuEu tkudkjh ds vuqlkj ,d MkVk lkslZ (data source)
cuk,a%
1- O;fDr dk uke 2- irk & 1
3- irk & 2 4- iQksu ua-
5- txg 6- le;
7- frfFk ( i kB&5 ns[ ksa)
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.
(i) Name of the Person, (ii)  Address1

(iii) Address2 (iv) Phone number
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(v) Venue (vi) Time
(vii) Date (See Lesson- 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 (a) x.kra=k fnol lekjksg ds volj ij ,d bykds dh RWA us dqN dk;ZØeksa dk vk;kstu fd;kA bl
volj ij : 2]000 izfrHkk iqjLdkj ij] :- 2]500 lkekftd dk;Z iqjLdkj ij :- 3]000
lkaLdf̀rd dk;ZØe ij :-1]500 liQkbZ deZpkfj;ksa o pkSdhnkjksa ds migkjksa ds fy,] ,oa :- 2]800
tyiku ij [kpZ fd, x,A  ;g tkudkjh ,d odZ'khV (Excel) esa Mkysa rFkk bl MkVk dks iznf'kZr
djus ds fy, mi;qDr pkVZ cuk,aA ( i kB&6] 8 ns[ ksa)
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) lqes/k us ^lekt dh csgrjh ds fy, ukxfjd dSls viuk O;ogkj Bhd dj ldrs gSa** fo"k; ij
,d ikWoj&Iok,aV izstsa+Vs'ku cukbZA blesa dwM+snku dk iz;ksx djuk] lM+dks dks xank u djuk] ;krk;kr
ladsrksa dk ikyu djuk] lM+d ij >xM+k u djuk] vkfn vo/kkj.kk,a 'kkfey dh xbZA izstsa+Vs'ku dh
lHkh LykbM~l esa fp=kksa rFkk VsDLV dk iz;ksx fd;k x;kA vc og viuh isztsa+Vs'ku esa fuEu ifjorZu
djuk pkgrh gSA bUgsa djus ds fy, pj.k fy[kdj lqes/k dh enn djsaA
1- dqN LykbM~l esa ohfM;ks MkyukA
2- LykbM 'kks ds Lor% lapkyu ds fy, timings lSV djukA
3- izsts+aVs'ku esa Fkhe (theme) MkyukA
4- LykbM~l dk fizaV ysuk ( 4 sides izfr ist) ( i kB&9 ns[ ksa)
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:
(i) Insert videos in certain slides.
(ii) Set timings for slides so that slide show continues automatically.
(iii) Apply a theme to the presentation.
(iv) Print the slides ( 4 slides per page). (See Lesson- 9)

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:
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^^DokfyVh daI;wVj vlSLjht+** daI;wVj vlSLjht+ (accessories) csprh gSA daiuh ds MkVk vkWijsVj us MkVk
fo'ys"k.k ds fy, d, NksVk lh odZ'khV pkVZ ds lkFk rS;kj dh gS tks fd uhps n'kkZbZ xbZ gS %

vki bl izdkj dh ,d odZ'khV] pkVZ ds lkFk] fdlh vkSj daiuh ds fy, cuk,aA ( i kB&7] 8 ns[ ksa)
You are required to create similar worksheet with charts for some other company.

(See Lesson- 7, 8)

Quality Computer Accessories 

S. 
No. 

Description Cost 
Price 

Selling 
Price 

Profit 
% 

Qty 
Sold 

Sale 
Amount 

Profit 

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 
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(b) NIOS ds  ckjs eas tkudkjh mldh osc&lkbV ( website) ls bdB~Bh djsa vkSj de ls de 4
ist dk ,d MkWD;qesaV NIOS ds ckjs esa cuk,aA MkWD;qesaV esa fuEu tkudkjh vo'; gksuh pkfg,A

• NIOS D;k gSA
• NIOS D;k djrk gSA
• OBE izksxzke D;k gSA
vkidks de ls de 4 fp=k Hkh NIOS dh osc&lkbV ls MkmuyksM (download) djus gSa (NIOS

dk 'kh"kZd+ NIOS dk yksxks  + 2 vU; fp=k) vkSj mi;qDr LFkku ij

iz;ksx djus gSaA ( i kB&10 ns[ ksa)

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   + NIOS

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

document.

(See Lesson- 10)


