
75Session 2021-22 (Data Entry Operations&336)

MkVk ,aVªh vkWijs'kal
Data Entry Operations

(336)

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 allotted for each question are given

beside the questions.

(ii) mÙkj iqfLrdk ds izFke i`"B ij viuk uke] vuqØekad] vè;;u dsUnz dk uke vkSj fo"k;
Li"V 'kCnksa eas fyf[k,A

Write your name, enrollment numbers, AI name and subject on the first page of the

answer sheet.

1- fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 2

Answer any one of the following questions.

(a) jkgqy vius ?kj ds fy, u;k daI;wVj [kjhn jgs gSaA midj.kksa ds uke vkSj fofHkUu gkMZos;j ?kVd

ds fooj.k ds lkFk mudh enn djsaA (ikB 1 ns[ksa)

Rahul is purchasing a new computer for his home. Help him with devices name and description

of various hardware components. (See Lesson 1)

(b) foaMkst lcls vf/d mi;ksx djus ;ksX; vkWijsfVaax flLVe gS D;ksafd bldk mi;ksx djuk vklku gSA
u, lkWÝVos;j ;k gkMZos;j dh LFkkiuk Hkh vklku gSA ,slk djus ds fy, izeq[k dne fy[ksaA

(ikB 2 ns[ksa)

Windows is the most usable operating system because it is easy to use. Installation of new

software or hardware is also easy. Write the steps to do so. (See Lesson 2)

2. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 2

Answer any one of the following questions.
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(a) foaMkst ,Dlih] MsLdVkWi ,fyesaV~l dh O;k[;k djsaA (ikB 2 ns[ksa)

Explain the Windows XP, Desktop Elements. (See Lesson 2)

(b) lkWÝVos;j daI;wVj flLVe esa çeq[k Hkwfedk fuHkkrk gSA lkWÝVos;j ds fofHkUu çdkj dk o.kZu djsaA

(ikB 1 ns[ksa)

Software plays a major role in Computer System. Explain the different types of Softwares.

(See Lesson 1)

3. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 2

Answer any one of the following questions.

(a) jkts'k ml nLrkost dk uke Hkwy tkrs gSa] ftlesa og ,e,l&oMZ esa dke dj jgs FksA mudh iQkby

dk irk yxkus ds fy, dne ds lkFk mUgsa enn djsaA (ikB 3 ns[ksa)

Rajesh forgot the name of the document in which he was working in MS-Word. Help him with

steps to locate his file. (See Lesson 3)

(b) odZ'khV dh lqj{kk ds fy, egRoiw.kZ pj.k fy[ksaA (ikB 6 ns[ksa)

Write the steps to protect the worksheet. (See Lesson 6)

4. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A 4

Answer any one of the following questions.

(a) ,Dlsy odZ'khV esa fDyi vkVZ tksM+us ds fy, izeq[k pj.k fy[ksaA (ikB 8 ns[ksa)

Write the steps to add the clip art in excel worksheet. (See Lesson 8)

(ii) ikojikWbaV esa fofHkUu LykbM ysvkmV dk uke vkSj fooj.k fy[ksaA  (ikB 9 ns[ksa)

Write the name and description of the various slide layouts in PowerPoint. (See Lesson 9)

5. fuEufyf[kr iz'uksa esa ls fdlh ,d iz'u dk mÙkj nhft,A      4

Answer any one of the following questions.

(a) Jh 'kekZ ,d Ldwy esa lkekftd foKku ds f'k{kd gSa] vkSj og vius Nk=kksa ds fy, dqN vlkbuesaV
cuk jgs gSaA vlkbuesaV cukrs le; mUgsa dqN leL;k dk lkeuk djuk iM+ jgk gSA mUgsa fofHkUu pj.kksa

ds lkFk ,slk djus esa enn djsa& (ikB 4 ns[ksa)
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Mr. Sharma is a Social Science teacher in a school, and he is creating some assignment for his

students. He is facing some problem while creating the assignments. Help him to do so with

various steps: (See Lesson 4)

(i) nLrkost esa i`"B lhek tksM+ukA

Adding page border to the document.

(ii) Lisy psd ;wfVfyVhA

Spell check utility.

(iii) nLrkost Nkirs gq,A

Printing the document.

(b) ,Dlsy dksf'kdkvksa esa ntZ fd, tk ldus okys MsVk ds izdkj fy[ksaA (ikB 6 ns[ksa)

Write the types of data which can be entered in Excel cells. (See Lesson 6)

(c) ,d mnkgj.k dh enn ls sumif () dk;Z dh vo/kj.kk dks le>k,aA (ikB 8 ns[ksa)

Explain the concept of SumIf () function with help of an example. (See Lesson 8)

6. uhps nh xbZ ifj;kstukvksa esa ls dksbZ ,d ifj;kstuk cukb,A      6

Prepare any one project of the following projects given below.

(a) vius fudVre foHkkxh; LVksj ij tk,a vkSj fuEufyf[kr tkudkjh ,d=k djsaA (ikB 10 ns[ksa)

Visit your nearest departmental store and collect the following information. (See Lesson 10)

(i) os fdl çdkj dk baVjusV dusD'ku mi;ksx dj jgs gSa\

Which type of internet connection they are using?

(ii) vxj os fdlh Hkh osclkbV dk bLrseky dj jgs gSa rks mldk ;wvkj,y fy[ksaA

If they are using any website, write its URL.

(iii) vkbZ,lih dk uke fy[ksaA

Write the name of the ISP.

(iv) esy vkbZMh tks os laidZ ds fy, mi;ksx dj jgs gSa ;k gels laidZ djsa mls fy[ksa A

Write the mail id which they are using for support or contact us.
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(b) ^^vksiu&lkslZ lkWÝVos;j dk egRo** ij ,d ikojikWbaV çLrqfr cuk,aA blesa fuEufyf[kr (,d&,d

LykbM) 'kkfey gksuk pkfg,% (ikB 9 ns[ksa)

Create a PowerPoint presentation on “Importance of Open - Source Software”. It must include

the following (one slide each): (See Lesson 9)

• vksiu&lkslZ lkWÝVos;j D;k gS\

What is Open - Source Software?

• vks,l,l dh Lora=krk

Freedom of OSS

• fofHkUu izdkj ds vks,l,l

Different types of OSS

• vks,l,l dk egRo

Importance of OSS


