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MkVk ,UVªh vkWijs'kUl
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 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, % 2

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

(a) (i) jSe (RAM) o jkse (ROM) esa D;k varj gSA

What is the difference between RAM and ROM.

(ii) daI;wVj dh fuEufyf[kr fo'ks"krkvksa dks la{ksi eas crk;saA

Explain in brief the following characteristic of computers: -

(a) fMfytsUl (Diligence)

(b) olsZfVfyVh (versatility)

(b) (i) daIkkbyj (compiler) o bUVjfizVj (Interpreter) esa D;k varj gSA

What is the difference between compiler and interpreter?

(ii) fuEu fn;s x;s fp=k 1 ds fjDr LFkkuksa esa mfpr lkÝVos;j dk uke HkjsaA
Fill up the appropriate softwares in the empty boxes of  Figure 1 given below:-

fp=k&1
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(iii) fuEu buiqV vkmViqV fMokblksa (midj.kksa) igpkusa ,oa mudk uke fy[ksaA muds ckjs laf{kIr uksV fy[ksaA

Identify and name the following Input/Output devices. Also write a brief note about it.

(a) vkWfIVdy fMokbl

Optical Device

(b) okWbl lapkj (voice communication) esa iz;qDr gksus okys midj.k

Device used in voice communication

2- 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)  (i) Jh r:.k xksYMu ifCyd Ldwy esa ,d jlk;u foKku ds f'k{kd gSA og ckjgoha d{kk ds Nk=kksa ds fy,
vlkbUeUV cuk jgs gSA mUgsa lYÝ;wfjd ,flM (H

2
SO

4
) rFkk okWVj (H

2
O) dk jklk;fud uke Vkbi djuk

gSA lYÝ;wfjd ,flM o okWVj ds jklk;fud iQkWjewyk fy[kus esa oMZ izkslslj dk dkSu lk iQkWjesfVax iQhpj
enn djsxkA

Mr Tarun is a chemistry teacher in Golden public  school. He is preparing an assignment for
class XII students. He needs to type the chemical representation of  sulphuric acid (H2SO4)
and water (H2O).Which formatting features of Word Processor will help him  to get the
desired chemical formula for sulphuric acid and water.

(ii) Jherh lksukyh us vius u;s [ksy esa ekxZn'kZu ds fy, nLrkost cuk;k gSA og nLrkost (documents) dks
vkSj vkdZ"kd cukus ds fy, oMZ izkslslj esa fofHkUu iQhpj tSls % oMZ vkVZ] ist ckWMZj vkfn dk bLrseky
djuk pkgrh gSA oMZ izkslslj ds dkSu ls rjhds bLrseky djds og 'kh?kz fMtkbu cuk ldrh gSA

Mrs Sonali has made a documentation manual for her new Game. She wants to make document

more attractive  using features like Word Art, Page Border, Clip Art etc., orders on each page.
What are the ways she can achieve the same using a word processor so that she can make the

design quickly?

(b) (i) fel Lokrh ,d laxBu esa daI;wVj izksiQs'kuy ds :e esa dke djrh gSA og vMksc iQksVks'kkWi (Adobe

Photoshop) dks vubaULVkWy djuk pkgrh gSA ;g djus ds fy, mUgsa dkSu ls LVsIl (steps) o (tools)

dh vko';drk gksxhA

Miss Swati is working as a computer professional in an organisation. She wants  to uninstall

the software Adobe Photoshop. What are the tools and steps required to do the same.

(ii) lkaLÑfrd Dyc ds Nk=kksa us ,e-,l-oMZ dk mi;ksx dj ,d iksLVj rS;kj fd;kA Ldwy ds fofHkUu uksfVl
cksMZ esa iznf'kZr djus ds fy, os iksLVj dh fofHkUu izfr;ka ysuk pkgrs gSaA fuEu ds fy, dkSu lh fizaVj lsafVx
dh vko';drk gSA

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:-

(a) 10 jaxhu dkWih fiazV djus ds fy,
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To print 10 coloured copies

(b) iksLVj ds fofHkUu isij lkbt+ o vksjh,UVs'ku fizaV djus ds fy,A

To print the poster in different paper size and orientation

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.

(a) (i) VSc LVkWi ds fofHkUu izdkj D;k gS\ muds mi;ksx la{ksi esa fy[ksaA

What are the various types of Tab Stops. Write in brief the uses of it.

(ii) xksYMu oSyh Ldwy [ksy Li/kZ dk lapkyu djus dh ;kstuk flrEcj 2015 ds f}rh; lIrkg esa cuk jgs
gSaA Ldwy ds fizalhiy lHkh ekrk&firk dks mifLFkr gksus ds fy, fuea=k.k dkMZ Hkstuk pkgrs gSaA blds fy,
esy&etZ iQhpj dk mi;ksx djrs gq;s LVsIl (Steps) fy[ksaA esyetZ ds mi;qDr nLrkostksa ds izdkj dk
mYys[k djsaA

Golden Valley School is planning to conduct sports meet  in the second week of September
2015. The principal of the school wants to send invitation card to all the parents to attend the
meet. Use Mail Merge feature and write down the steps for the same. Also mention the types

of documents required in mail merge.

(b) (i) ekStwnk odZ'khV ds igys ,d u, odZ'khV dks lfEefyr  djus ds fy, vko';d Øeokj&pj.kksa (Steps)

dks fy[ksaA

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

(ii) jhfnr dh ek¡ us viuh lgsfy;ksa dh lkyfxjg dh rkjh[kksa dh ,d lwph Vscy&1 dh rjg cuk;hA mUgksaus
gsMj lsyksa (Header cell) ds ckWMZj dks gkbykbV djds lsyksa dks iQkWjesaV djus dks jhfnr ls dgk yM+fd;ksa
ds fy, ihyk o yM+dksa ds fy, gjk jax lsy esa HkjsaA

Ridit ‘s mother created a list of anniversary dates of her friends in a worksheet  as shown in
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.

rkjh[kksa ds fofHkUu izdkj ds iQkWesZV fy[ksaA

S. No  Name       Date

1 Suraj 24 April 2010

2 Kiran 23 June 2001

3 Geetha 21 Oct 2009

4 Malathi 3 June  2008

5 Ashok 1 May 2007

Rkkfydk &1 lkyfxjg dh rkjh[k@Table 1 Anniversary Dates
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4- fuEufyf[kr esa ls fdlh ,d dk mÙkj yxHkx 100&150 'kCnksa esa nhft,A 4

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

(a) (i) ;wfuVsd daiuh ds ,pvkj us lHkh deZpkfj;ksa dk osru fooj.k ,Dlsy 'khV esa laxzfgr (stored) fd;k gSA
og  odZ'khV dks lqjf{kr j[kuk pkgrh gS ftlls dksbZ mldk nq:i;ksx u dj ldsA blds fy, mi;qDr
rjhds ,oa pj.kksa (Steps) dk Hkh mYys[k djsaA

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

a suitable way and  the steps by which she can protect her workbook.

(ii) ‘My favourite sport’ ds ckjs esa ,e-,l-oMZ esa fy[ksaA mls vkSj izHkko'kkyh cukus ds fy, fuEufyf[kr
fooj.k dk mi;ksx djsaA

Write about ‘My Favourite Sport’ in MS-Word and make it impressive by using the following

specifications:-

(a) fo"k; dk uke (Imprint MT Shadow) iQkWUV esa rFkk iQkWUV lkbt 16 gksuk pkfg;sA

Title of the document should be in ‘Imprint MT Shadow’ font and font size should be

16.

(b) gsMj (Header) dk mi;ksx djds vkidk uke o rkjh[k gj i`"B ds 'kh”kZ esa rFkk ist u- gj i`"B
ds  uhps fy[kuk pkfg,A

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.

(c) mi;qDr ekftZu dk iz;ksx djsaA O;kdj.k laca/h =kqfV;ksa dks nwj djs ds fy, mi;qDr iQhpj
(Features)  dk mi;ksx djsaA

Use appropriate margins.  Use appropriate features to remove grammatical errors.

(d) fDyi vkVZ o fp=k bUlZV djds bls vkSj vkd"kZd cuk;saA

Make it attractive by inserting pictures or using clip art.

(b) (i) fuEufyf[kr Mksesu uke ds mís'; fy[ksaA

Write the purpose of the following Domain Names:-

Domain Purpose

org —————

com —————

edu —————

gov —————

net —————
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(ii) fnYyh i;ZVu dh osclkbV ls tkudkjh bdV~Bk djsaA blds fo"k; esa nks ist dk MkWD;wesaV cuk;saA bl
MkD;wesaV esa fuEufyf[kr gksuk pkfg;sA

Gather information from Delhi Tourism website and prepare a document of  Two pages

about it. The document must contain the following:-

(a) fnYyh i;ZVu dk yksxks (logo)

Logo of Delhi tourism

(b) fnYyh esa egRoiw.kZ fojklrksa (Heritage) ds ckjs esa tkudkjh

Information about important Heritage places in Delhi

(c) fdlh Hkh nks fojklr LFkyksa dk fp=k o fooj.k nsaA

Pictures and description about any two Heritage sites.

(d) ,d ekg fo'ks"k ds fy, lkj.khA

Schedule for a particular month.

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

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

(a) (i) dhcksMZ 'kkVZdV gekjs le; dks cpkrs gSaA ikoj IokabV dh&cksMZ dk 'kkVZdV fuEufyf[kr dk;ksZ ds fy;s
fy[ksaA

Keyboard shortcuts save our time. Write the power point keyboard shortcut for the following

actions:

(a) ubZ LykbM 'kq: djus ds fy,

Begin new slide

(b) fyLV vkbVe dks izeksV djus ds fy,

Promote list items

(ii) Jh ';ke us lkr LykbMksa dk ‘The Earth day’ ,d ij vkd"kZd izslsUVs'ku cukus dks Nk=kksa ls dgk A vius
vkl&ikl ls fp=k ysa rFkk mldk iztsUVs'ku esa mi;ksx djsaA blesa ^LoPN Hkkjr vfHk;ku* rFkk bl laca/
esa LFkkuh; lqeqnk;ksa }kjk dh x;h igy ds ckjs esa mYys[k djsaA blds vykok dqN {ks=kksa esa lq/kj dh fyLV
cuk;saA

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 the initiatives taken by the local community in

this regard. Also list down few areas of improvement.

(a) LykbM esa dUVsUV (content) dh O;k[;k djus ds fy;s ^uksV~l ist O;w* dk mi;ksx djsaA

Use Notes Page view to explain the content of the slides.

(b) VsDLV (Text) Bhd ls vykbu (align) fd;k tkuk pkfg;sA

Text must be properly aligned.
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(c) ikoj IokbaV Vwy dk mi;ksx djsa] Lo;a cuk;k gqvk yksxks (logo) iQqVj esa gksuk pkfg;sA

The footer should have a self-created logo using Power Point tools.

(d) izslsUVs'ku esa vkl&ikl ds fp=k gksus pkfg,A

The presentation must contain the pictures from your surroundings

(b) (i) baVjusV dusD'ku ds fuEu lokyksa ds lgh mÙkj nsaA

Answer the following questions on internet connection:-

(a) vkbZ,lih ls miyC/ baVjusV dusD'ku dh cqfu;knh izdkj &&&&&&&&&& gSA

Basic type of internet connection available from ISP is ——————————

(b) ,ukykSx (analog)  dh txg dsfcy (digital phone line) ds }kjk baVjusV dusfDVfoVh  &&&&&&&&&&
ds }kjk vkrk gSA

Internet Connectivity through the use of digital phone lines instead of analogy———

(ii) Jherh Lokfr ,d 'kSf{kd laLFkku esa dke dj jgh gSA og bZ&yfuaZx ds ckjs esa baVjusV esa <wa< jgh gSA og
vius lg;ksfx;ksa dks [kkstk gqvk fyad besy dk mi;ksx djds Hkstuk pkgrh gSA mldk bZesy vkbZ Mh
smt@css.ac.in gSA bl dk;Z dks djus ds fy;s foLrkj esa Øe esa lwph cuk;saA mlds bZ&esy ds daiksusUV
fy[ksaA

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.                                        (3)

6- uhps nh xbZ ifj;kstukvksa esa ls dksbZ ,d ifj;kstuk rS;kj dhft,A 6

Prepare any one project out of the given below.

1. (i) uhps fn;s x, vkadM+s ds fy, ,d ,Dlsy 'khV cuk,a % &

Create a Spread Sheet for the figure given below:-

fp=k & 2 Nk=kksa ds vad@Fig 2. Student Marks
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fp=k 3 xzkiQ (vadrkfydk)@Fig 3 Graph (Mark Sheet)

fp=k & 4 xzkiQ (vkSlr vad)@Fig 4 Graph ( Average Marks)
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uhps fn, x, funZs'kksa dk ikyu djsa &

Follow the instructions given below:-

(a) fp=k 2 esa nh x;h dk;ZiqfLrdk cuk,¡ vkSj “Student_mark.xls” ds :i  esa ;g lso djsaA

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

(b) dqy vkSj vkSlr vad x.kuk djus ds fy, izklafxd iQkewZyk dk iz;ksx djsaA

Use relevant formula to calculate Total and Average marks

(c) nks n'keyo LFkkuksa ds lkFk vkSlr ekdZ dkWye izk:i esa fn[kk,A ftldk vkSlr vad 60 ls
vf/d gSA ml lsy dks jax }kjk n'kkZ,A

Format the Average mark column with two decimal places Colour the cells of the

students whose average marks is more than 60.

(d) dqy vadksa ds vuqlkj Nk=kksa dks jSad djsaA

Rank the students according to the total marks.

(e) fp=k 3 o 4 dh rjg xzkiQ cuk,aA

Get similar graphs as shown in Figure 3 & Figure 4.

(ii) Art Tech Service ,d 'kSf{kd laxBu gSA ;g laxBu uks,Mk esa viuk ,d ifjlj rFkk fnYyh esa viuk
iz/ku dk;kZy; cukus dh ;kstuk cuk jgk gSA uks,Mk ifjlj esa pkj izeq[k bekjrsa gSa & O;oLFkkid
(Admin)] f'k{kkfonksa (Academic) ewY;kadu (evaluation) rFkk lgk;rk lsok;sa (Support Service)A
,d usVodZ fo'ks"k.k ds :i iz'u (a) ls (d)  rd ds mÙkj nssaA rkfydk 2 o 3 esa fn;s x;s bekjrksa dh
nwjh o vU; ekin.Mksa dks /;ku esa j[krs gq;sa mÙkj nsaA

Art Tech Services is an educational organisation. It is planning 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 solutions for their problems raised in (a) to (d), keeping in mind the

distances between the buildings and other given parameters as in Table 2 & 3.
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Rkkfydk & 2

Distance  between departments

Admin to Academics 55m

Admin to Support Services 90m

Admin to Evaluation 50 m

Academic to Support Services 55m

Academic to Evaluation 50m

Support Services to evaluation 45 m

Delhi HQ to Noida Campus 40 Km

Rkkfydk & 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

(a) vPNh dusfDVfoVh ds fy, uks,Mk dSial ds vanj loZj dk lcls mi;qDr LFkku lq>k,aA

Suggest the most appropriate location of the server inside the Noida campus for the best connectivity.

Justify your answer. (2)

(b) uks,Mk ifjlj ds Hkhrj dq'kyrkiwoZd fofHkUu fuekZ.k dks tksM+us ds fy, dsfcy ys vkmV Mªk djsaA

Draw the cable layout for connecting various building efficiently within the Noida campus. (2)

(c) ,sls gkMZos;j fMokbl dk uke crk;sa tks ifjlj ds Hkhrj baVjusV lqj{kk rFkk mi;ksfxrk dks fu;af=kr djus ds fy,
LFkfir fd;k tk ldsA

Which Hardware device can be installed to protect and control the internet users within the campus?

(1)

(d) izksVksdkWy dks igpkusa %&

Identify the Protocol:-

i. iQVhih (FTP)

ii. ohfM;ksa dkWUiQzsaflax Video Conferencing

iii. pSV Chat

iv. bZesy Email
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