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Data Entry Operations
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Tutor Marked Assignment
A Hh: 20
Max. Marks: 20

fewof: () =f WA ® SW W AeE 21 TEE T H 7k 3HE 9@ KU T E)
Note: All questions are compulsory. The marks allowed for each question are given at same place.
(i) I YRAHT & YT T T W T 3T YA M, STk, ST 5 1 91, fom vy
s o fafam)

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

answer sheet.

1. fTr=fafed § 9 ot T 999 1 ST AT 40-60 s | fSu 2

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

(a) TS T MY Tk IR i A (Assemble) FHET IEd & T8 I FE HI UG F B
foTT R U Tl el 1 HR &I S A & fou R =R gem (Sfgw) wreEeg
(components) %1 GAE 3| SFHTA HE & 9IS 9 HiF T Tod Jgell WoaR € 5 sH 3=2id w3
F Se@ 21§ T fae § 9 i -

Raj wants to assemble a computer of his own, and he wanted to purchase the hardware parts required
for assembling his computer. Suggest the basic components required (any four) to assemble the
computer. After assembling which will be the very first software he needs for installation out of the
list given below:-

(a) SEIR HHeaA (Driver software)

(b) STRfeT faen WiwHeam (Operating System)
(c) a8 EER (Word Processor)

(d) = IR Gwea (Anti Virus Software)

(b) W & fa@ 4 7% FAGE & ITT ¥ Th SHheld HFPR @A M z9d fafdreded
(FfafrRyE) &l 70 FH & fau 9gd I o1l &M g He=fataa i faftreast (wfafres)
w1 a1 i & fou fafa= =ron =1 Soom Y-

Shyam’s father bought a DeskTop for his office purpose. Shyam was very curious to know the
specifications of it. What are the steps Shyam has to perform to know the specifications of the
following: -
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(a) W (RAM)
(b) TEfewk (Hard Disk)
(c) WX (Monitor)
(d) TR (Processor)
TehT Toero <@ forw ey et oft Swhefn St &1 WA 9] wehd €
You can use any desktop computer to write down the above said specifications.
2. frafafed § 9 fordl T TRT F1 IW 40-60 =& H ST 2

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

(a) (i) 9fd ®Ea wieed qon el fearsdl &1 9oft Gt S wedl € SHR! foaewor & @ wEd o
Ticedl &l 3@ & fau Suged fafq= ==on =1 geme <)

Shruti wants to know the Hierarchical list of Files, Folders and Storage devices of her computer.
Suggest her steps to view the Files and Folders with details.

(i) wiesie =i favmast (wi=") &1 TR &L a1 9 & W 3|
Recall the features of spreadsheet and answer the following:-
() Treefe § wed I Hl ———————- SR SR S 2
The first cell of spread sheet is labelled as
(i) fem & @ o9 € , W ford)
Ribbon has Seven Tabs. Name them.

(b) (i) TRL & A IS A9 @R T € Y&F % TARH % FhN fod|

Three examples of text is shown below :- Write the type of alignment.

A table will help you to A table will help you A table will help you

align text with ease. to align text with ease. to align text with ease.

(i) o€ FEW &I fowmaed (wed) w1 TR # a9 & W) <

Recall features of the Word Processor and answer the following:-

O 1 qeqd A (SEHS) 1 fR@Ee (appearance) SEEHT €l
means changing the appearance of the document.
) —— %1 THA T8t f§3 T FARS (command) I9E i TR HE & foQ gl B
is used to cancel the effect of a command given earlier.
3. frefated o 9 forddl T Te7 &1 ST T 40-60 & F ) 2

Answer any one of the following questions in about 40-60 words.
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(a) o THY TH fad 7 fhg 9 FR & Afd THER T B1 98 “Science of Numerology” fama
W T & @ wed © | SRt SiSt | 9gd 3resl e el g1 a9 v s (W)
FT GUIRd HH & AT Ao o © E1 9 TEW FT HE G Gaen (FeR) w1 STER AT T
T GUR & T 3 F1fed| 39 &M i 6 & T 3% e fohd-for =Ron (V) 1 oM
G B, ol

Mr Rakesh is an Astrologer, but he is not a computer savvy. He wanted to write a book on “Science of
Numerology”. His command over English is not good and he plans to use Word Processor to edit his
contents. Which features of Word Processor he should use for basic language corrections? Write the
steps for the same.

(b) TfreRt S Reach Recruitment Company &1 AFE HEHM Yaush 8, 4 SEHKOR & a@-821 &
Yevie § wufed fhan 21 iR gSifer & fod 15 sefiar o) seficarl & e =R <R (Te8)
1 ISTE AN foman TN eueh Tk el ¥ eI $=teg & Y <R W WW Mo
feoafori wufed T =medl €1 9 -9 1 GReN Bq TSIl Al i A Hife|

Radhika, The HR Manager of “Reach Recruitment Company” has stored the Candidates bio-data
in a spread sheet. There are 15 candidates for the post of Junior Engineer. Four rounds of interview
were conducted for the candidates. The Manager wants to store the confidential comments from
each round of the interview conducted in a spread sheet. Explain different ways to protect her
workbook.

4. Trefafea 5 9 f6el T 727 &1 IW T 100-150 ¥R H I 4
Answer any one of the following questions in about 100 to 150 words.
(a) Toeed Wirea=R IR WA (application) WHETR & de 1 @R 81 Frefafaa @ geeiq & fog
T STIIAN WX i 9 ;- (Hohd:— 3TRET YUNCH, HHE FHIEM GaeA Yocl, IIreefd i
TR gomett, <@ gomelt, SOt = gomet, fafan fawen)

What is the difference between System Software and Application Software. Identify the correct
Application Software for performing the following tasks:- (Hints:- Reservation System, HR
Management System, Attendance Monitoring System, Accounting System, Company Inventory
System , Billing System)

(i) Tt fehe % ferg gfen

Booking for Movie Tickets
(i) ‘fo SR’ 9 3EeH &1 TR

Purchase of items from “Big Bazaar”

(iii) FHH=IRA & I HT GO
Computation of salary of Employees

(iv) ‘TS icis & <feh =Tl &1 Suftfa = srufeefa Reid
Daily Staff Presence and Absence Record of “ Raj College”
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(b)

(v) = 3R foita o1 w@w@E ‘RKJ w9 g1

Budgeting and Maintenance of Financials in “ R.K.J Company”
(vi) T faum § 9UER (stock)®T T@-T@E

Maintenance of Stock in Manufacturing department.

‘SIK Sifersh Geam’ grn ‘gedt fom wumiE’ & faw uw i w1 geer s % fag de
o @1 © Toren foama ‘el anfin’ @1 o WHE 1 STAN i g UH @ JaR il gEeh
A 3H SR SAfuh-eTehte oMM & fog foerd oM 3R 8 el (Word Art) w1 ST i

“S.J.K Educational institute” is planning to conduct a competition for “Earth Day” Celebration. The topic
is “Global Warming”. Prepare an article using word processor for the same. Also use Clip Art and Word
Art to make it more attractive.

() BT W “Global.doc” & &I H 3TTH HM Hi T HI

Save your work as “Global.doc” on Desktop.

(i) @t =T (spell checker) =@y, 31X SARTTT 1 = il

Run the spell checker and check the grammar.
(iii) LRy (paragrah) ® 1.5 df 9 |
Change the line spacing of paragraph to 1.5.
(iv) TEMES & fou © gt Wi iR ST AW 3R UgHsd wie fadl

Add a header to the document and write your name and course code.
(v) 3cms i Sl A WS il 3104 9 i Ta Y IR TH fH2 A8 o

Set the top margin to 3 cms. Save your work and take a print out.

frafafed 5 @ ffdl T 999 &1 SW @I 100-150 el H S 4
Answer any one of the following questions in about 100—150 words.

(a) S 2015 &% TN & fau ‘solaieg e fafde’ g &1 Wi fosl = aiferwr 1 & R

2l
faent 1 R sl wgae foafie (20155)

Sales made by the ““ Electronics Pvt Ltd” for the month of June 2015 is shown in Figure 1 given below:-

Sales-Report Electronics Pvt Ltd ( June 2015)
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#9 | SO ™ fafar | qe(E) TEal fawt |
S.No | Product Name Date Price Units Sold Amount
1. ST A9 Washing Machine 20 S| 45,000 5
20 June
2. TTEehied 3TET Micro Wave Oven | 25 S | 15,000 3
25 June
3. TR &SI Air Conditioner 12 S[F | 25,000 8
12 June
4. ©9 24 Lap Top 453 | 40,000 2
4 June
5. Sefifers Television 30 S| 22,000 10
30 June
w1 forsht
Total Sales

(b)

o 1 : Sow RUR soleeie urae fafiee/Fig 1. Sales-Report Electronics Pvt Ltd

TRAA e H S 221 T3 R ‘Touxls' & W ¥ Te & FEAfafed 9a @ & faw g9 @6
ST |

Enter the above data in a spread sheet. Save it in “Sales.xIs”. Use formula’s to find out the following:-

() SR qAr 39! fah! Product wise Sales

(i) S % "SI | ga fashl Total Sales in the month of June

§qeh STl Tk IYGR =1 G ek A & AFRM ohl Ui el (MS Excel) & ¢80 1 FaRT
a3l

Also draw a suitable chart that displays the contribution of each value to the total (use tools of Ms-Excel)
‘I deft ThA' @R 2015 F W @ H TH ‘At faer’ oEfTd # W@ 81 e b
fifquet o o & fau st T faa @ fow fEae w2 999 9% 21 S %el 6 A e e
o whet @M (logo) IR Thel w1 SARG &1 a1 A (water mark) 9 €M1 =fgQ

“Rose Valley School” is organising an “Annual Meet ““ in the second week of December 2015. The

principal of the school wants to send invitation card to all the parents to attend the meet. He wanted to add
the School logo and Water Mark of the School building .

() o WEW T STM X Sl ol S & oL T I9ga aleh! Fam|
Suggest a suitable way to add the images using Word Processor.

(i) T TS (mail merge) HT TR HX, IH & fau faf= =xon (steps) *i 7= fa@| a8 «ff 3@
X o Jo1 oSl ¥ o6 YRR & <&@l w1 SEwIRd B

Use Mail Merge feature and write down the steps for the same. Also mention the types of documents

required in mail merge.
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(i) fFET o 9o g & foem ¥ W) faws 59
Create Four Envelopes by merging an Address list.
6. = & T gl w1 g § 9 FE % uREer daR St 6

Prepare any one project out of the given below :

(a) oI USiE ‘fave g wd dae’’ g fafu= wel % fow S T Ann Yk w1 SN dfereRr-2

o fean @ 2
fava wedew it I=r World Tours & Travels
Ecikl et No of Packages Sold

ShRevT TRt | wIeRt | "t ader | WE 7
Destination Jan Feb Mar Apr May June
4t @1/Sri Lanka 1000 2000 3500 3456 1200 5000
Sfefer/ Australia 500 678 123 234 456 123
T/ Mauritius 2000 2345 456 567 891 234
f&mgUSingapore 200 300 450 678 250 100
2/ Tokyo 150 234 235 300 450 678

o5 2 : 99 T I YSi/Fig 2 : Tour Packages Sold

No of Packages sold

3500 ETL
Wi anks
B Awniralia
2000 W M aritiig
B &ngapare
1200 B Tokyo
i 891
E"L ik
lan 1] htw Apr Rty hahe

No of Paciiges 50id

s 3 : 9 T An0 YHS 1 WE / Fig 3 : Graph of Tour Packages Sold
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(b) Fr=fafaad ge=i %1 IW AU Answer the following Questions:-

(i) et 2 f&T T wEgREs ® S @R “Tourxlx” % ®4 H 7€ W (save) il
Create a worksheet given in Figure 2 and store it as ““Tour.xIs”

(i) o 3 ¥ fk@@ ™ wF & T
Create the Graph as shown in Figure 3.

i)y o1 3 & T ™ 9N 9€ % FHR H T@HAH
Identify the type of bar chart given in Figure 3

(v) = e = 22 fomt 3 & =@ v 1 W =am)
What is a Chart Title ? Name the Chart title of Figure 3

(v) T URIfUTeR hel & W W W@l T 2l Sl feefd ) weEE U oei@ (diske) W W W @
T R SEH! fEerfq w1 vREE W

A Legend has been placed in the chart. Identify its Position.
(vi) o1 B difereRt = ¥ ekl R T 22

Has the data table been displayed in the chart?

(c) ‘oIl WA T’ whi Witpfaeh SH 10 B & fog fove ‘wmeen g o ©1 A e @ 21 W T
e SRl hIHshH 1 HeEler il =Edl €1 G, Hhias e 36& oy TH qer wiEe w&fd

T =T 21 A R T R % WY T g UR i Gl i 6EE i

The Cultural team of “Bal Bharti School “ wanted to conduct a health awareness program for the
students of their School on the topic *“ Health is Wealth. Yoga Shows the Way”. Mr. Suresh, Cultural Head
wants to create a Power point Presentation for it. Help Suresh to prepare a presentation with the specifications
given below:-

() Tafe= oA oiR S o9 &1 Wi | s % fou wiEs o ) wiEe § sfad erEel &
3fea gereti +t W

Create slides to insert the content of various Asanas & their benefits. The slide should be depicted
along with an appropriate posture of the Asanas.

(i) 39 IR Ifeh U=k IR 99l s9H & fog TfeeeE w1 sl

Use Animations to make it more interesting and effective.
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(i) Yo% g & fog waf, wfd i =g fawif| =
Set Sound, Speed and time for each slide.
(iv) ada= fafy v+ e & 99 W fKEE < =iy
Current date should appear at the bottom of each slide
(v) TEe & foau e SiE)
Add notes to the slides .
(vi) G HT T H 99 IS H1 W& UG (save) HE H G B

Help Suresh to save the presentation as a Web Page too.
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