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MkVk ,UVªh vkWijs'kUl
Data Entry Operations

(229)

f'k{kd vafdr ewY;kadu i=k
Tutor Marked Assignment

dqy vad% 20
Max. Marks: 20

fVIi.kh% (i) lHkh iz'uksa ds mÙkj nsus vfuok;Z gSaA izR;sd iz'u ds vad mlds lkeus fn, x, gSaA
Note: All questions are compulsory. The marks allowed for each question are given at same place.

(ii) mÙkj iqfLrdk ds izFke i`"B ij Åij dh vksj viuk uke] vuqØekad] vè;;u dsUnz dk uke] 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 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 40-60 words.

(a) jkt vius vki ,d daI;wVj dks vlsEcy (Assemble) djuk pkgrk gS og vius daI;wVj dks vlsacy djus ds
fy, gkMZos;j ikVZl [kjhnuk pkgrk gSA daI;wVj dks vlsacy djus ds fy, fdUgha pkj ewyHkwr (csfld) dkEiksuUVl
(components) dk lq>ko nsaA vlsacy djus ds ckn og dkSu lk lcls igyk lkWÝVos;j gS ftls mls bULVkWy djus
dh t:jr gSA nh x;h fyLV esa ls NkaVs &

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) Mªkboj lkWiQVos;j (Driver software)

(b) vkWijsfVax flLVe lkWiQVos;j (Operating System)

(c) oMZ izkslslj (Word Processor)

(d) ,UVh ok;jl lkWiQVos;j (Anti Virus Software)

(b) ';ke ds firk us muds dk;kZy; ds mís'; ls ,d MsLdVkWi daI;wVj [kjhnkA ';ke blesa fof'k"Vrkvksa
(LisflfiQds'ku) dks irk djus ds fy, cgqr mRlqd FkkA ';ke }kjk fuEufyf[kr dh fof'k"Vrkvksa (LisflfiQds'ku)
dk irk djus ds fy, fofHkUu pj.kksa dk mYys[k djsa &

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) jSe  (RAM)

(b) gkMZfMLd (Hard Disk)

(c) ekWfuVj (Monitor)

(d) izkslslj (Processor)

budk fooj.k ns[kus fy, vki fdlh Hkh MsLdVkWi daI;wVj dk iz;ksx dj ldrs gSaA

You can use any desktop computer to write down the above said specifications.

2- fuEufyf[kr esa ls fdlh ,d iz'u dk mÙkj 40&60 'kCnksa esa nhft,A 2

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

(a) (i) Jqfr iQkby iQksYMjksa rFkk LVksjst fMokblksa dh Js.kh lwph tkuuk pkgrh gS mldks fooj.k ds lkFk iQkby o
iQkWYMjksa dks ns[kus ds fy, mi;qDr fofHkUu pj.kksa dk lq>ko nsaA

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.

(ii) LizsM'khV dh fo'ks"krkvksa (iQhplZ) dk Lej.k djsa rFkk fuEu ds mÙkj nsaA

Recall the features of spreadsheet and answer the following:-

(i) LizsM'khV esa igys lsy dks &&&&&&&& }kjk n'kkZ;k tkrk gSA

The first cell of spread sheet is labelled as —————————.

(ii) fjcu esa lkr VsCl gSa ] uke fy[ksaA

Ribbon has Seven Tabs. Name them.

(b) (i) VsDLV ds rhu mnkgj.k uhps fn[kk;sa x;s gS izR;sd ds ,ykbUeasV dk izdkj fy[ksaA

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.

(ii) oMZ izkslslj dh fo'ks"krkvksa (iQhplZ) dk Lej.k djsa rFkk fuEu ds mÙkj nsaA

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

(i) &&&&&&&&& dk rkRi;Z nLrkost (MkD;wesaV) dh fn[kkoV (appearance) cnyuk gSA

————————— means changing the appearance of the document.

(ii) &&&&&&&&& dk bLrseky igys fn;s x;s dekUM (command) izHkko dks jn~n djus ds fy, gksrk gSA

—————————— is used to cancel the effect of a command given earlier.

3- fuEufyf[kr 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 40-60 words.
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(a) Jh jkds'k ,d T;ksfr"kh gS fdUrq os daI;wVj ds vf/d tkudkj ugha gSA og “Science of  Numerology” fo"k;
ij ,d iqLrd fy[kuk pkgrs gSa A mudk vaxzsth esa cgqr vPNk fu;a=k.k ugha gSA rFkk os vius dUVsUV (lkexzh)
dks laikfnr djus ds  fy, ;kstuk cuk jgsa gSaA oMZ izkslslj dh dkSu lh lqfo/k (iQhpj) dk mi;ksx viuh ewy
Hkk"kk lq/kj ds fy;s djuk pkfg;sA bl dk;Z dks djus ds fy, mUgsa Øe'k% fdu&fdu pj.kksa (LVsIl) dk ikyu
djuk gksxk] fy[ksaA

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) jkf/dk tks Reach Recruitment Company dh ekuo lalk/ku izca/d gS] us mEehnokjksa ds ck;ks&MsVk dks
LizsM'khV esa laxzfgr fd;k gSA twfu;j bathfu;j ds fy;s 15 mEehnokj FksA mEehnokjksa  ds fy,  pkj nkSj (jkmUM)
dk baVjO;wg vk;ksftr fd;k x;kA izca/d ,d LiszM'khV esa vk;ksftr bUVjO;w ds izR;sd nkSj ls izkIr xksiuh;
fVIif.k;ka laxzfgr djuk pkgrh gSA odZ&cqd dh lqj{kk gsrq vyx&vyx rjhds dh O;k[;k dhft;sA

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- fuEufyf[kr esa ls fdlh ,d iz'u dk mÙkj yxHkx 100&150 'kCnksa esa nhft,A 4

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

(a) flLVe lkWÝVos;j vkSj vuqiz;ksx (application) lkWÝVos;j ds chp D;k varj gSA fuEufyf[kr dk;Z izn'kZu ds fy,
lgh vuqiz;ksx lkWÝVos;j dks igpkus %& (ladsr%& vkj{k.k iz.kkyh] ekuo lalk/ku izca/u iz.kkyh] mifLFkfr dh
fuxjkuh iz.kkyh] ys[kk iz.kkyh] daiuh lwph iz.kkyh] fcfyax flLVe)

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) ewoh fVdV ds fy, cqfadax

Booking for Movie Tickets

(ii) ^fcx cktkj* ls vkbVe dh [kjhn

Purchase of items from “Big Bazaar”

(iii) deZpkfj;ksa ds osru dh lax.kuk

Computation of salary of Employees

(iv) ^jkt dkWyst ds nSfud deZpkfj;ksa dh mifLFkfr ;k vuqifLFkfr fjdkWMZ

Daily Staff  Presence and Absence Record of “ Raj College”
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(v) ctV vkSj foÙkh; dk j[kj[kko ^^RKJ daiuh** }kjk

Budgeting  and Maintenance of Financials in “ R.K.J Company”

(vi) fuekZ.k foHkkx esa Hk.Mkj (stock)dk j[k&j[kko

Maintenance of Stock in Manufacturing  department.

(b) ^SJK 'kSf{kd laLFkku* }kjk ^^i`Foh fnol lekjksg* ds fy, ,d izfr;ksfxrk dk lapkyu djus ds fy, ;kstuk
cuk jgk gS ftldk fo"k; ^Xykscy okfeZax* gSA oMZ izkslslj dk mi;ksx djrs gq, ,d ys[k rS;kj djsaA blds
vykok bls vkSj  vf/d&vkd"kZd cukus ds fy, fDyi vkVZ vkSj in dyk (Word Art) dk mi;ksx djsaA

“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.

(i) MsLdVkWi ij “Global.doc” ds :Ik esa vius dke dks lso djksA

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

(ii) orZuh pSdj (spell checker) pyk,s vkSj O;kdj.k dh tk¡p djsaA

Run the spell checker and check the grammar.

(iii) iSjk (paragrah) esa 1-5 iafDr Lisl nsaA

Change the line spacing of paragraph to 1.5.

(iv) nLrkost+ ds fy, ,d gSMj tksMsa+ vkSj viuk uke vkSj ikB~;Øe dksM fy[ksaA

Add a header to the document and write your name and course code.

(v) 3cms dks 'kh”kZ ekftZu lsV djsaA vius dke dks lso djsa vkSj ,d fizaV vkmV ysA

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

5- fuEufyf[kr esa ls fdlh ,d iz'u dk mÙkj yxHkx 100&150 'kCnksa esa nhft,A 4

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

(a) twu 2015 ds eghus ds fy, ^bySDVªkWfuDl izkbosV fyfeVsM* }kjk dh x;h fcØh uhps rkfydk 1 esa nh x;h
gSA

fcØh dh fjiksVZ bySDVªkWfuDl izkbosV fyfeVsM (2015twu)

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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Ø-la mRikn uke frfFk ewY;(:i;s) bdkb;k¡ fcdh jkf'k
S.No Product Name Date Price Units Sold Amount

1- okWf'kax e'khu Washing Machine 20 twu 45]000 5
20 June

2- ekbØksoso vksou Micro Wave Oven 25 twu 15]000 3
25 June

3- ,;j dafM'kuj Air Conditioner 12 twu 25]000 8
12 June

4- ySi VkWi Lap Top 4 twu 40]000 2
4 June

5- Vsyhfotu Television 30 twu 22]000 10
30 June

dqy fcØh
Total Sales

fp=k 1 % lsYl fjiksVZ bysDVªkWfuDl izkbosV fyfeVsM@Fig 1. Sales-Report Electronics Pvt Ltd

,DLlsy 'khV esa mijksDr MsVk ntZ djsaA ^lsYlxls* ds uke ls lso djsaA fuEufyf[kr irk yxkus ds fy, lw=k dk
mi;ksx djsaA
Enter the above data in a spread sheet. Save it in “Sales.xls”. Use formula’s to find out the following:-

(i) mRikn rFkk mudh fcØh Product wise Sales

(ii) twu ds eghus esa dqy fcØh Total Sales in the month of June

blds vykok ,d mi;qDr pkVZ }kjk izR;sd eku ds ;ksxnku dks iznf'kZr djsaA (MS Excel) ds VwYl dk iz;ksx
djsaA
Also draw a suitable chart that displays the contribution of each value to the total (use tools of Ms-Excel)

(b) ^jks”k oSyh Ldwy* fnlacj 2015 ds nwljs lIrkg esa ,d ^^okf"kZd feyu** vk;ksftr dj jgk gSA Ldwy dk
fizafliy Hkkx ysus ds fy, lHkh ekrk firk ds fy, fuea=k.k dkMZ Hkstuk pkgrs gSA mUgksaus dgk fd fuea=k.k dkMZ
esa Ldwy yksxks (logo) vkSj Ldwy dh bekjr dk okVj ekdZ (water mark) Hkh gksuk pkfg,A
“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 .

(i) oMZ izkslslj dk mi;ksx dj Nfo;ksa dks tksM+us ds fy, ,d mi;qDr rjhdk crk,aA
Suggest a suitable way to add the images using Word Processor.

(ii) esy etZ (mail merge) dk iz;ksx djsa]  mlh ds fy, fofHkUu pj.kksa (steps) dks uhps fy[ksaA ;g Hkh mYys[k
djsa fd esy etZ esa fdl izdkj ds nLrkostksa dh vko';drk gSA
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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(iii) fdlh Hkh irk lwph ds foy; ls pkj fyiQkisQ cuk,aA

Create Four Envelopes by merging an Address list.

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 :

(a) VªSoy ,tsalh ^^fo'o i;ZVu ,oa VªsoYl** }kjk fofHkUu LFkyksa ds fy, csps x, ;k=kk iSdst dk C;kSjk rkfydk&2
esa fn;k x;k gSA

fo'o i;ZVu vkSj ;k=kk World Tours & Travels

csps x, iSdst No of Packages Sold

MsfLVus'ku tuojh iQjojh ekpZ vizSy ebZ twu
Destination Jan Feb Mar Apr May June

Jh yadk@Sri Lanka 1000 2000 3500 3456 1200 5000

vkWLVªsfy;k@Australia 500 678 123 234 456 123

ekWjh'kl@Mauritius 2000 2345 456 567 891 234

flaxkiqj@Singapore 200 300 450 678 250 100

VksD;ks@Tokyo 150 234 235 300 450 678

fp=k 2 % csps x, ;k=kk iSdst@Fig 2 : Tour Packages Sold

fp=k 3 % csps x, ;k=kk iSdst dk xzkiQ @ Fig 3 : Graph of Tour Packages Sold
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(b) fuEufyf[kr iz'uksa dk mÙkj nhft,A Answer the following Questions:-

(i) rkfydk 2 fn, x, dk;ZiqfLrdk dks cuk,¡ vkSj  “Tour.xlx” ds :i  esa ;g lso (save) djsaA

Create a worksheet given in Figure 2 and store it as “Tour.xls”

(ii) fp=k 3 esa fn[kk;s x;s xzkiQ dks cuk,A

Create the Graph as shown in Figure 3.

(iii) fp=k 3 esa fn, x;s ckj pkVZ ds izdkj dh igpku djsaA

Identify  the type of bar chart given in Figure 3

(iv) pkVZ 'kh"kZd D;k gS\ fp=k 3 ds pkVZ 'kh"kZd dk uke crk,A

What is a Chart Title ? Name the Chart title of Figure 3

(v) ,d ikSjkf.kd dFkk ds pkVZ esa j[kk x;k gSA viuh fLFkfr dh igpku ,d vkys[k (ystsUM) dks pkVZ esa j[kk
x;k gS mldh fLFkfr dh igpku djsaA

A Legend has been placed in the chart. Identify its Position.

(vi) D;k MsVk rkfydk pkVZ esa iznf'kZr fd;k x;k gS\

Has the data table been displayed in the chart?

(c) ^cky Hkkjrh LDwy* dh lkaLÑfrd Vhe vius Nk=kksa ds fy, fo"k; ^LokLF; gh /u gSA ;ksx jkLrk fn[kkrk gSA* ij ,d
LokLF; tkx:drk dk;ZØe dk lapkyu djuk pkgrk gSA lqjs'k] lkaLÑfrd gsM blds fy, ,d ikoj IokbaV izLrqfr
cukuk pkgrk gSA uhps fn, x, funsZ'kksa ds lkFk ,d izLrqfr rS;kj djds lqjs'k dh enn djsaA

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:-

(i) fofHkUu vklu vkSj muds ykHk dh lkexzh lfEefyr djus ds fy, LykbM cuk;saA LykbM esa mfpr vkluksa dh
mfpr eqnzkvksa dks n'kkZ;saA

Create slides to insert the content of various Asanas & their benefits. The slide should be depicted

along with an appropriate posture of the Asanas.

(ii) bls vkSj vf/d jkspd vkSj izHkkoh cukus ds fy, ,fues'ku dk iz;ksx djsaA

Use Animations to make it more interesting and effective.
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(iii) izR;sd LykbM ds fy, èofu] xfr vkSj le; fu/kZfjr djsaA

Set Sound, Speed and time for each slide.

(iv) orZeku frfFk izR;sd LykbM ds ry ij fn[kkbZ nsuh pkfg,A

Current date should appear at the bottom of each slide

(v) LykbM ds fy, uksV tksMsa+A

Add notes to the slides .

(vi) lqjs'k dh izLrqfr dks osc ist dh rjg lso (save) djus esa enn djsaA

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