STeT e JTaer
Data Entry Operations
(336)
fRreTeR 31fehd FeaTehet U=
Tutor Marked Assignment

Fel 37h: 20
Maximum marks: 20

feoaotl: ()  HfY et AT § | Teder URe & 37 3 HIHA G T F |
Note: All questions are compulsory. The marks allotted for each question are beside the
questions.
(i) 3R GREdHT & JUH Yt T YT AT, 310190Hidr’, 3TETTT ahog T o1 3T
faw Tuse erect A faf@u|

Write your name, enrollment number, Al name, and subject on the top of the first

page of the answer sheet.

1. AFATATET U&=t & & FEY Teh ol 30T oT3T379T 40-60 2rsel 7 SITST |
2
Answer any one of the following questions in about 40-60 words.
i. G e wisec # Ser sl a1 W1 8| 98 (& R & &l Y6 seolell arga
&, Aol & 3¢ 31 gHT Scola) & TN H 3T AcE Y|
(915 7 &)

Sunidhi is entering the data in a spread sheet. She wants to change the format of the
date and time. Help her with the steps to change date and time in a cell.
(See Lesson 7)

ii. A 3R 3HF G T &1 Folc 7 @ & 3N I Ueh &1 HYeT i 3UANT L 2|
AL oF Teh SEdTdol ST § 3R SThelq uX "Hiel” & ¥9 H Tgoll & | I8 BISal ol
39el arEcl O FRIATT T@eT =1Edm g1 MS-Word EaRT Jelel &l Silat aTell FR&T
gt faf@w| (97 3 &)

Pravesh and his friends are living in the same flat and they use the same computer.
Pravesh has created a document and saved as “Personal Data” on the desktop. He
wants to keep the document safe from his friends. Write down the steps mentioned in
the protection feature provided by MS-Word that he must use. (See Lesson 3)
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2. AR ueat & & fFet Ueh T 3a7 913797 40-60 Tsal H ST | 2
Answer any one of the following questions in about 40-60 words.

i 3T o 30U FY W Teh &S "UCARrA" Heoll| T8 3TdesT ol e ofar
qTEdT & olfehel 38 GEATAST oIgl T8el UT 8T & 37HeT hl HEG o ToIT fhdl HISel AT
hIesY ol Trelel & Ta et TRl & I =T
(U135 2 &)

Aman saved a document “Application” on his computer. He wants to take the print of

the document but he is not able to find the document. List the various steps to search for
a file or a folder to help Aman. (See Lesson 2)

ii. Rar ve adelic W FH W@ ¢ AR FT FaA 7 3eT 95 W § 97 Haisa
gRadel &l Aot & [T 37T HidTH UTAT AT &1 TITAT HITAT Sl 3T &
foIT 38 STt TR0 T ATefeT el TRT, SeTeh! il =TT |

(UTS 7 &)

Riya is working on a worksheet and changing the data in few columns. She wants to

hide the other columns to prevent unwanted changes. List out the steps she should
follow to hide those specific columns. (See Lesson 7)

3. fArIfaf@d geat 7 & fohdT Ten T 3aX 91T 40-60 2Tscl H EITSTT | 2
Answer any one of the following questions in about 40-60 words.

i Afger o "3RG AT 9 U LR IATS &1 I8 PISH Pl ATH Sl d8ar §.

fehEiT WISl AT PlesT I ATH Teoial & [dfdtest TR T FT T=T| (915 2

&)

Mohini has created a file named “Office”. She wants to rename the file as “New
Office”. List out the various steps to rename a file or a folder. (See Lesson 2)

ii. AT i Foliveed eiche Hisar fod|
(TS 3 &E)
Write the keyboard shortcut keys of the following. (See Lesson 3)
a) Close a file / Teh BISl §¢ &Y
b) Save As/3H &I H Tgol
c¢) Left Alignment / STIT GXEOT
d) Page Break /%o S
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4. fArafaf@a geat 7 & fRet v &1 3aX F9T99T 100-150 2reai 7 GITST | 4
Answer any one of the following questions in about 100-150 words.
i. CTSTIT ThieT 3ifeoide T 31T FIT THSTT g7 CISTUIT Thiel 3ifeatde & Tegdl H
SIS UiSe, ATSH Uised 3N US-3{1h-SiargHc AT T TRHATNT S|
(13 3W)

What do you understand by Typing Screen Objects? Define Insertion Point, Mouse
Pointer and End-of-document Marker with reference to Typing Screen Objects.
(See Lesson 3)

ii. T T g W HH T @ o | 96 anehe # [Arafafed s st agary
a&efic 7 fArafaf@d & @vor fad |
(TS 6 &)
a) el UlFdal 3T T4 1 gerv
b) T GTFd ol Teh TATASE FATS W AT L
Ramesh is working on a worksheet. He wants to do the following in the worksheet.
Help him with the steps. (See Lesson 6)
a) Delete cells , rows and columns
b) Setarow to a specific Height

5. faeafafld ueat 7 & Y Teh & 3a- SIeTHeT 100-150 2re) H IS0 | 4
Answer any one of the following questions in about 100-150 words.
i. fRelr 3109t Fegex F WIredI SECiol AT AR §| HIFCAAT FECTS el H 3R
TErIaT o 3T VAT iTa & TROT 90| ifeheT 3T ATFedIT ST et H el
&Y 3R 319 98 STCTe fhT ITT YIITH T T ATEAT & | BIFCATX hl IASECIof Pl
TN 6T T AT | (915 2 ¢)

Hina wants to install software in her computer. Help her to install the software, and state
the steps to do so. But she made a mistake in installing the software, and now she wants to
remove the installed software. List the steps to uninstall the software. (See Lesson 2)

ii. 3TAYH U 921 gehellc W HTH F I & | I8 81391 ! X THT T2THA STl AT & |
FHSV o a8 ShTST AT T 3TANT Shd T Hehell § 3R ST 3GTEI0T T 3TATT leh
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HIaT UeT & I & BrRIS Y S|
(4TS 6 ¢W)

Abhishek is working on a large worksheet. He wants to make the column headings visible
all the time. Explain how he can use freeze pane and also mention the advantages of using
freeze pane using suitable example. (See Lesson 6 )
6. TAFITATET TR H & Tl Teh ol 3797 500 2reaf F IR HTAT| 6
Prepare any one of the following projects in about 500 words.
i, T A 39T GIET I 95 DA HT FRYOTEN A TG Fel gl HAraAfar@a
HGH 3071 H 3HhT T Y (916 3 W)

Radha needs to demonstrate to her friends, the functioning of a word processor. Help her

in performing the following steps: (See Lesson 3)
a) A IR @ (TR ATE e Foll T 3UFNT F:keh) Teh 7T SEATdoT T | T
o fored |

Create a new document from the menu bar (using the prescribed short cut key).
Also write the steps.

b) FATT 3T SEATIS ! "FRT SEATAST" 1 ¥ Toor 3R T 30 ¢ F: & | =T 8fY
o |
Save the created document with the name “My document” and then close it. Also
write  the steps.

¢) Y § FATT T "FRT SEAA" Tel I SHRT ATH SEefeh] AT Seell g3
ST W | =T oY fored
Open the already created “My document” and rename it as “My renamed
document”. Also write the steps.

ii. Teh aTT 8T 3YeT oI9eid 9 BTT & 3¢ & o AT fqawor 3R 3o 37l &

a1 teh Tsefie I@ar g1 A arforet Tsefie 1 te HeT @ | e
(IT& 6, 7 W)

A class teacher keeps a spreadsheet for student’s data on his laptop showing with the
basic details and their marks. Below is the table showing a part of the spreadsheet:
(See Lesson 6, 7)
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B C D E F G H| 1
Student | Class | Gender | Hindi | English | Maths | Science | Total
Name
Raju 12 M 70 78 72 85
Alia 12 F |93 98 99 95
Sable 12 F |81 78 96 65
Sunny |12 M | 98 99 78 89
Aalok |12 M | 87 85 78 95
Naval 12 M| 83 84 89 90

a) STRIFd BISel DI "HaTT 10T Repls" & T H TAT0 3R TgoT |
Create and save the above file as “Class 12 Record”.
b) Fel T ITUTAT el o ferw Tel 13 7 3 fordd|
Write the formula in cell I3 to calculate the Total.
¢) 3 FIcTH T ATH TATU TE T TS T shAdee fohar =T g |
Name the column which the spreadsheet has been sorted on.
d) OTF & FATH U ST I hATEY el o IOT ford
Write the steps to sort the data on Student Name
e) E3 ¥ H3 Teh SITARIHT A1 STSehY 3T T 01T ded h Tl T Fol J3 3 7 Tored 31X
oY 4 & Taeniara Y|
Write the formula in cell J3 to calculate Avg by adding cells from E3 to H3 and then
divide by 4.
f) g Thseie & gl & wRoT o

Write the steps to delete this spreadsheet.
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