1eT U= I
Data Entry Operations
(336)
Torerer sifera godier o
Tutor Marked Assignment
HA 3h: 20
Max. Marks: 20
femuft: (i) weft wwHl % SW W fEE € TOE W & o SEe | i T €
Note: All questionsare compulsory. The marksallowed for each question are given at same place.
(i) S| YRAHT & Yo TR W HW H1 3T YA M, STHHIF, ST s h1 7, fom vy
=i H fafau)
Write your name, enrolment number, Al name and subject on thetop of thefirst page of the
answer sheet.

1. frafafed & @ fFe w999 &1 3T A9 40-60 TR H G 2
Answer any one of the following questions in about 40-60 words :
(@ () ™ (RAM) 9 19 (ROM) ¥ =11 3 2|
What is the difference between RAM and ROM.
(i) R &l FAfafaa faeet w1 F&d o Far8
Explain in brief the following characteristic of computers: -
(@ fefas=a (Diligence)
(b) =HEfefa@ (versatility)
(b) (i) wHuEer (compiler) o S=XHeX (Interpreter) o =M 3T 2l
What is the difference between compiler and interpreter?
(i) 7= @ ™ o 1 & Rea = o 3faa gree=r &1 91 €
Fill up the appropriate softwaresin the empty boxes of Figure 1 given below:-

Application
software
l \ l \ 'Genelalised\ ' \
Utilities package
-1
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(iii) 9 g2 3T=Reye feamEdl (ITHTN) TeaM T 37! W fad@| 37 IR Hiww A fad|

|dentify and name the following Input/Output devices. Also write abrief note about it.

() 3fifeshar feamrEy
Optical Device

(b) afsd HAR (voice communication) ® T B dTet SHHIO
Device used in voice communication

2. frafafad & 9 fodt t 999 &7 ST AT 40-60 I H ST 2

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

@ ()

(ii)

(b) (i)

(ii)

St T TMeed dfsish Thel H Tk WA {97 & ek €1 98 aRedl wan % sEl % fag
AR T @ B 3% Fowrish e (H,S0,) e afeX (H,0) =1 IHEf s T8 2EY T
21 Fowish e 9 dfeX & THEtt BRgen faed § o WRE T M 91 GRATET WieR
TEE M

Mr Tarun isachemistry teacher in Golden public school. Heis preparing an assignment for
class X1 students. He needsto type the chemical representation of sulphuric acid (H2S04)
and water (H20).Which formatting features of Word Processor will help him to get the
desired chemical formulafor sulphuric acid and water.

Aot Gl A 77 T3 Bt ® anfey & fory Swes s @1 98 <&Es (documents) <
AN SRR aH F fou o GeE | fafe= B 9 92 o, US Sie 3ME h SEH
FE TR Bl 9 WEH B HHE G i TS Fh 98 Iy feSEd o Ghdl B

Mrs Sonali has made adocumentation manual for her new Game. She wantsto make document
moreattractive using featureslike Word Art, Page Border, Clip Art etc., orders on each page.
What are the ways she can achieve the same using aword processor so that she can makethe
design quickly?

i @t T e § S WHIH & ®H H H F ¢l 98 TS R (Adobe
Photoshop) =1 STE~=Td AT =Medl 81 T8 i & ol 5= &M ¥ W (steps) 9 (tools)
T SAIYIHA BT

Miss Swati isworking asacomputer professional in an organisation. Shewants to uninstall
the software Adobe Photoshop. What are the tools and steps required to do the same.

qiEhfaeh e & BE 4 THTHSE w1 SUER T TH TR dAR fRan e & fafa= ife
e o weftfa w0 & fog 3 ot &) fafe= wfaar o =med €)1 e & forg sim o fie g
HT IR 2

The students of the cultural club had prepared a poster using MS-Word. They want to take
multiple copies of the poster, to display it in various notice boards of their school. What are
the printer setting required for the following:-

(@ 10 U= 1t e 1 & fau
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3.

To print 10 coloured copies
(b) R & fafv= TR 9Ey 9 A=A Y & & fau

To print the poster in different paper size and orientation

frafafea & 9 fodl T 999 R ST AT 40-60 = | f) 2

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

@

(b)

(i)

(i1)

(i)

(i)

39 Wi & fafe= yer F1 82 39 s we o foag)
What are the various types of Tab Stops. Writein brief the uses of it.

Mieed oefl Thet Tel el w1 Hele i &1 deml faaer 2015 & f5dia gwe § a1 ©
&l Tet & fidiver gt Arar-fuar 1 sufterd g9 & forg fes oG9 =red €1 3@ forg
-l HIeR 1 TR Hd g RH (Steps) foad| Aawst & ITgF s & JhR i
Eisgicical

Golden Valley Schoal is planning to conduct sports meet in the second week of September
2015. The principal of the school wantsto send invitation card to all the parentsto attend the
meet. Use Mail Merge feature and write down the stepsfor the same. Also mention the types
of documents required in mail merge.

HISET T390 & Teot Teh ¢ S &l gfmfad &1 & fou sreavas wHar-=xoi (Steps)
1 faw|

What are the steps required to insert a new worksheet before existing worksheet.

Ofed =t A 7 oo wRferl it TafiRe &1 aiEl &1 T Y 39a-1 H W TR /A
TR Gl (Header cell) & siEX o1 gEaEe Tl Uell il HIRUS 6 Hi AKd ¥ Fel asfnal
% fau dien 9 @iesl & fau &0 W ¥a °§ W)

Ridit ‘s mother created alist of anniversary dates of her friendsin aworksheet asshownin
Table 1 and asked Ridit to format the cells by highlighting border on Header cells. Fill the
cell with yellow colour for girls and green for boys. Write the Dates in different formats.

Tl & fafy= dr & wime fad

S. No Name Date

Suréj 24 April 2010

Kiran 23 June 2001

Geetha 21 Oct 2009

Malathi 3 June 2008

Ashok 1 May 2007

difetehT -1 fiRE @l dii@/Table 1 Anniversary Dates
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frefafaa § 9 fodl T &1 ST AT 100-150 5§ fSmg) 4

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

@

(b)

(i)

(i)

(i)

IR FT & AR 7 et A=A 1 a7 foeRor vt vhe ® Hufed (stored) foman 21
qE TR il G TEA wEdl @ TN A SHE SEUEN 7 9 ") e fy Suge
Tl TE =RON (Steps) w1 off Ieor F

The HR of Unitech Company has stored the salary details of all the employees in excel
sheets. She wants the worksheet should be secured so that the data are not misused. Mention
asuitable way and the steps by which she can protect her workbook.

‘My favourite sport’ & aR o TA.TH.IE § ford| 39 3R gwEenelt s°H & fau fefafead
oo 1 3TN HI

Write about ‘ My Favourite Sport’ in MS-Word and make it impressive by using thefollowing
specifications:-

(@ fawa &1 99 (Imprint MT Shadow) i< | e %< 98 16 T Ted|

Title of the document should bein ‘Imprint MT Shadow’ font and font size should be
16.

(b) =TT (Header) &1 SYAM ¥ ATIHT MM J @ B TS & ISt | o1 TS 4. e IS
% = faeT =ifew)

Your name and date should be written on the top of the every page by using Header and
page no. should be written at the bottom of the page.

() SUgE TS 1 FAN H| AR Faelt JfeA &l W w & A ST FIR
(Features) T SUANT &1

Use appropriate margins. Use appropriate featuresto remove grammatical errors.
(d) T o 9 foF 3 e 39 SR eThtw TR

Make it attractive by inserting pictures or using clip art.
Frafafad e M & e fad|
Write the purpose of the following Domain Names:-

Domain Purpose

org

com
edu

gov

net
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(i) feoeht wed #1 JaEREe ¥ THEHN Hegl H 0 fama # I U &1 SlHe | 39
TeRHe § Fefafeaa g1 =l
Gather information from Delhi Tourism website and prepare a document of Two pages
about it. The document must contain the following:-

(a) fRoelt T =1 @M (logo)
Logo of Delhi tourism
(b) feoeht # #ecqul formedl (Heritage) & aR H STHhRI
Information about important Heritage placesin Delhi
(c) fwdr off 3 foraa Tel &1 o 9 faero 3
Pictures and description about any two Heritage sites.
(d) T ¥ fav & fow gt

Schedule for a particular month.
5. frafafad o 9 fE & 1 W @ 100-150 Tk | Sy 4
Answer any one of the following questions in about 100-150 words.

(@ () e IEHS AR THA HI T & U Wige Hl-dlE h1 Ahe FEfafad wEt & ol
g |
Keyboard shortcuts save our time. Write the power point keyboard shortcut for the following
actions:
(8 T wmEe Y& W & fau
Begin new dide
(b) fer= 3MEed & FHR & & o
Promote list items
(i) = vam = ¥a wEel #1 ‘The Earth day’ T W 3Tt Y63 oM il B | Fal | 379+
MY-U 9 o & qo1 WA YoivH H ITAM | 00 'Tog 9Rd AH’ e 39 day
T T A g &1 T 98d & R H 3o | 3Hh ST | &7 ° guR & foe
el
Mr. Shyam asked the students to make an attractive presentation of seven slides on ‘The
Earth Day’. Take the pictures from your surroundings and use them in the presentation.

Mention about * Swacch Bharat Abhiyan’ and theinitiativestaken by thelocal community in
thisregard. Also list down few areas of improvement.

() wES H ®w==< (content) i AR T & fod ‘el 95 &' H 3TN HI|
Use Notes Page view to explain the content of the dlides.
(b) 2F= (Text) 3 ¥ TameA (align) T Sm =nfed

Text must be properly aligned.
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(C) ER @MEe A 1 ITAN K, TE a1 g3l arl (logo) HeX ® BHT =fed|
The footer should have a self-created logo using Power Point tools.
(d) TE=9FE ¥ @-1g & fo gn =nfeu)

The presentation must contain the pictures from your surroundings

(b) (i) 3R FARE & 7 HaE ® T SW <

Answer the following questions on internet connection:-

(@) TRTHN W ITAS T HIRM Hi AR TR
Basic type of internet connection available from ISP is

(b) TR (analog) ! STTE i (digital phoneling) & ERI Sete Sl
% g A 2

Internet Connectivity through the use of digital phone linesinstead of analogy:

i b

(i) it Tofa wh iferer GeaM  wM Y W Rl 98 - % 9R ¥ gerie § g W 81 9%
AT WEANE 1 @ien g3 foieh THel 1 IWAN wleh Ao wEdl B SHeRT $Hol o €
smt@css.ac.in®1 79 & H1 HH % ol fomar o %8 § gt 5| SE -0 % Hhune

ferd|

Ms. Swati is working in an educational institution. She is searching on internet about ‘ E-
learning’. She wants to send the searched links using e-mail to her colleagues. Her email id
is smt@css.ac.in.Write the steps in detail enlisting the sequence she will follow for this
assigned task. Also write the components of her E-mail Address.

T & T afEsEet ¥ 9 % T aiEsE Tar st
Prepare any one project out of the given below.
1. () = @ T erwe & fou ©F T e 99| ;-

Create a Spread Sheet for the figure given below:-

3)
6

KYC College
Mark sheet (XII -E)
Rollno| Name | English| Hindi | Maths |Computer Science| Total |Average| Rank
100 | Vineeta 90 90 100 90
101 Sheela 70 90 80 25
102 Sonali 90 98 78 67
103 Sagar 23 yx; 43 56
104 Mohan 32 43 56 43
105 | Chakra 25 58 12 34
106 | Pramodh | %0 89 90 98
107 | Radhka 2 3 3 4
108 Sumit 56 55 48 32
o - 2 BE & i@/Fig 2. Student Marks
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Mark Sheet (XII-E)

120
100
80 - ® English
2 %0
-
40 - = Hindi
20 -
= Maths
o .
Vineeta | Sheela | Sonali | Sagar | Mohan | Chakra |Pramodh| Radhika | Sumit
= Computer
100 101 102 103 104 105 106 107 108 Science
StudentsName/Roll No
o1 3 W% (3Rarfersht)/Fig 3 Graph (Mark Sheet)
Average Marks
MW Vineeta
mSheela
M Sonali
M Sagar
W Mohan
W Chakra
M Pramodh
" Radhika
B Sumit
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90

= feu o frew w1 aeE w -

Follow the instructions given below:-

(@) fost 2 # <t el wEdgfEent ST iR “Student_mark xIS' ® &9 H I8 U9 I
Create aworksheet givenin Figure 2 and storeit as“ Student_mark.xIs’.

(b) & IR Ed 3k AT FH F AU g A 1 wE wl
Use relevant formulato calculate Total and Average marks

() T WHeE WM & WY AEd Weh wied ged | fe@m e eiwd st 60 W
Afeek €1 59 Ua 1 W g WU

Format the Average mark column with two decimal places Colour the cells of the
students whose average marks is more than 60.

(d) & il & 3FAR BE H & H
Rank the students according to the total marks.
(e T3 9 4 &l TE WH |
Get similar graphs as shown in Figure 3 & Figure 4.

(ii) Art Tech Service T i HTe 81 98 EMeT AUl § 91 b IRER ae et § e19
T e S R AN S @R ANEl TRER § UR Y@ TERd - oTaeue
(Admin), forenfasi (Academic) e (evaluation) T HeMEdl Ha (Support Service) |
T Jeah o9 & &9 999 (@) 9 (d) T & S| | difersht 2 9 3 § 53 79 3aRal &
T 9 1 ARl Hi #H H W gl W S
Art Tech Servicesisan educational organisation. Itisplanning to set-up its campus at Noida
with its head office at Delhi. The Noida campus has 4 main buildings—Admin, Academics,
Evaluation and Support services as shown in Figure 5. You are a network expert to suggest
the best network related solutionsfor their problemsraised in (a) to (d), keeping in mind the
distances between the buildings and other given parametersasin Table2 & 3.

Delhi Noida (Campus)

Head Quarter

[AD.\[I.\' ]
[E\'aluation ]
[ .-\cmlomics] Euppoﬂ bcnvacos]
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qarfeent - 2

Distance between departments
Admin to Academics 55m
Admin to Support Services 90m
Admin to Evaluation 50m
Academic to Support Services 55m
Academic to Evaluation 50m
Support Services to evaluation 45 m
Delhi HQ to Noida Campus 40 Km

difetert - 3/Table 3 Dept Name & No of computers

Department Name No of Computers
Admin 75
Academics 98
Support Services 42
Evaluation 35
Delhi HQ 45

() oSt FHfRfad & fory Aiver %hug & AW TR & Fod SUYH T G|
Suggest the most appropriate location of the server inside the Noidacampusfor the best connectivity.
Justify your answer. 2
(b) TET TRER & R FKIEgEs afa= o @1 sied & fau sfaa @ e g &1
Draw the cable layout for connecting various building efficiently within the Noida campus. (2)

() TUH TSR feary &1 9 Ja” S IR & iR $eTe & a9 ST &l FEftE &6 & fag
TIfq foan s 9o

Which Hardware device can beinstalled to protect and control theinternet userswithin the campus?

1)

(d) Wi &I 989 -
| dentify the Protocol:-
i.  wdt (FTP)
ii. efifedl &®fET Video Conferencing
jii. <= Chat
iv. E9a Emall
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