S1eT TEr AHTaRR=

Data Entry Operations
336
TR1&Teh 3ifehd HeATehat UF
Tutor Marked Assignment
el 3eh: 20
Maximum marks: 20
feoqoft:
Note:

ii.

T oar AFAIT | TS U &b fIT 37h 396 g U aw E

All questions are compulsory. The marks allotted for each question are given
alongside the questions.

3R R & UUHA Y8 T UAT AT, ATHAIR HEAT, HCTTA hg; T A1 3R fawg
faf@T

Write your name, enrolment number, AI name and subject on the first page of the
answer sheet.

fAeafafld wsit 3 & frdt ue P 30X 99791 40-60 2AsET FH EITSTT | 2

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

a) ol AU TRdd M @ 3R 3¥E IR RwEr aredr € 56 v ag
UhAATT ¢dol 38 o] &l dlec &l dg 39 U &a & fow
AutoFormat @T 3UAT HH HT Thdl &7 (UTs 7 )
Neha wants to make her Excel sheet look more professional by applying a
consistent table design. How can she use AutoFormat to achieve this?

(See Lesson 7)

b) T # NUAT eTATdST BWiee A4 & TSI A5 3TPR & HREST W e
ST T 38 Print ST kg H PlA-dld @ fAder gaa aifeu?

(Urs 3 )
Priya needs to print her document on AS-sized paper instead of the default A4.
What steps should she follow in the Print dialog box? (See Lesson 3)
Aeforiaa wsl & & foredt ueh &1 30T 978791 40-60 QTG 3 ST | 2

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

a) A A T & 3NN SEhciy § Agcaqul BIsel "TMA336.doc” Pl &l
fear ®1 a8 38 g Ut ST @Rd ¥l Sew WIS @B Recycle Bin ¥
gel: UTH el & foT i ¥ HeH 3ol Afgu? (Urs 2 ¢H)
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Ravi accidentally deleted an important file named “TMA336.doc” from his desktop.
He wants to restore it. What steps should he follow to recover the file from the
Recycle Bin? (See Lesson 2)

b) HRT F T I B AW TisH, Biee dery 3 I AT & YT Hide
forar ®1 g8 3¢ wEAfE o 34 fic F tF IR TTT W o9 HET TRAT
&l 3¢ Ig P & [T Bld q deH 3o Afeu?

(IS 7 ¢H)
Meera has formatted a table with specific borders, font colors, and cell shading. She
wants to apply the same formatting to another table in the same sheet. What steps
should she follow? (See Lesson 7)

3. Aafaf@a ust F d frdY v F1 3R A999T 40-60 2AGT H ST | 2
Answer any one of the following questions in about 40-60 words.
a) 3N 3TN ‘G’ Wlest $ T $Eheid W caRd Ugd & fow waw
QIfehe It ITed! &l 38 Pid F HeH ol ATeu? (U 2 ¢©)

Anita wants to create a shortcut to her “project” folder on the desktop for quick

access. Mention the steps she should take? (See Lesson 2)
by fAFafaf@a & fou Has Aféae Foi fod | (Urs 2 ¢H)

Write the keyboard shortcut keys of the following (See Lesson 2)
i) Wi ey - Print Preview
ii) &9 - Help
iii) Trelae 31Tel — TR STqvgd:ic - Select all - entire document
iv) &c - Cut

4. AFAfaf@a usit 7 F frdY T FT1 3R AT 100-150 2AET H SITAT | 4

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

a) MS Word # UTHaS &1 3UANT &b Ueh GEAST Hl FI&Id & & o
FIT heH Il AMeU? di¢ A 3T UEds H hd ded Thd ¢ IAT &el

Hehd &2 (Urs 3 ¢W)
What are the steps to protect a document in MS Word using a password? How can
you modify or remove the password later? (See Lesson 3)

b) U & U TR g3 gpeie & fogd garl a 3R daX €1 a5 e Ay
ATH "Meha Verghese" g1 dledl ¢ 3R 38 "Mehak Verma" & dgelelr
AT ¥l TE N ghefic F Ig FF QU WA F AU P A weA
33TT? (U5 6 <)
Shaan has a large worksheet with thousands of names and numbers. He wants to
find a specific name “Meha Verghese” and replace it with “Mehak Verma”.
Mention the steps Shaan must use in his worksheet to complete the said task?

(See Lesson 6)

Session 2025-26 (336 — Data Entry Operations) 2



5. faeafaf@d wsl & & Red) vas o1 Sa S9T979T 100-150 <e) F ST | 4

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

a) Y THNA H Tdh aielic W T R T ¢l a5 Aafef@a st &
YT ATZH &I SUANT deh el & ToT Pied ¥ HeA 30T, Ig Uedd
|

(Urs 6 )

i) haed Th Ufp T FATS deole

i) ahelic & geft ufthal & 518 ager=T

Ramesh is working on a worksheet in Excel. Mention the steps Ramesh must follow
in order to perform the following tasks using a computer mouse: (See Lesson 6)

i) change the row height of one row only
ii) change the row height of all rows in the worksheet

b) dF A 3UA HYeX AETEHA W MS Office 2007 g¥ele fohar gam &1 a& MS
Office 2013 & 3T HIAT dlecl &1 e B FIH Tgal MS Office 2007 Y
e 3R T MS Office 2013 Pl 3¥cidl d & foIT BT T FEH 3o
Tifeu? (Urs 3 W)
Tanu has MS Office 2007 installed on her Computer System. She wants to upgrade
to MS Office 2013. Mention the steps Tanu must follow in order to firstly, remove
MS Office 2007 and then install MS Office 2013? (See Lesson 3)

6. farafaiEa aRAsEansil & & Ry T @ SeTer 500 QMegi F TR HfST | 6

Prepare any one of the following projects in about 500 words.

a) U faardf & &4 &, 31T “Data Entry Operations” & 3f5icer aifcer areai
B IIRAT AT Ted ol THT W & for Aeafaf@a s & 3k
PeH M uegd M
1) My Documents & “Data Entry Operations” ATHe Hleal I<U|
ii)  Data Entry Operations BleaY & 3icY IR Wlesl da1g, [Fad a1 “pdf’,
“ppt”, “videos” 3R “notes” &l

iii) “pdf WIeax H PIS FATAT pdf &ATdST 3Tel )copy 3R paste &1 3TN
b | (

iv)  “ppt’ BIes &I ATH deald’ “presentation” TW |

v)  “pdf’ 3 “presentation” BIeal Pl “notes” BIeal & 37eX 3Tel drag 3R
drop &T 3UATIT HIh

vi)  “videos” BIeaY @I T o

As a learner, you want to organize the digital learning material of “Data Entry

Operations”. In order to do so, perform the following tasks and also mention the

steps:
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vi)

Create Folder named “Data Entry Operations” in My documents.

Inside the Data Entry Operations folder, create four folders named “pdf”,
“ppt”, “videos” & “notes”.

Put any relevant pdf document in the “pdf” folder (using copy and paste)
Rename the ppt folder as “presentation”

Put the “pdf” and “presentation” folders inside the “notes” folder (using drag
and drop)

Delete the “videos” folder

b) T T TR &b UdUh Pl U HSerd & ey faazon ol TR H &
fov e Wl g &1 M & 7 arferer # ag Rawor &, B a8 @R aen
Ted & (4TS 6, 7 ¢W)
Manager of a grocery store wants to create a spreadsheet for storing basic details of
the grocery items. Mentioned below is the table containing the details he wants to

store: (See Lesson 6, 7)

A B C D E F G

S.No. Item Name Brand Name Quantity Price per Availability | Date of Expiry
Item

1 Rice Tata Sampann 1 kg %40.00 In Stock 12/31/2025
2 Milk Amul 1 liter %55.00 In Stock 2/15/2025
3 Bread Britannia 500 gm %30.00 Out of Stock 2/7/2025
4 Olive Oil Patanjali 500 ml %160.00 In Stock 6/30/2026
5 Eggs Nilgiris 12 pcs %45.00 In Stock 2/12/2025
6 Ketchup Kissan 500 gm %50.00 In Stock 8/15/2026
7 Potato Chips Uncle Chips 150 gm %35.00 In Stock 5/10/2025

TR TR & gy A 3R O AFAfai@d dJ d 3R deH N TUE A

W & T
B

PIcTH F Bl
PhictH HH

SUGEIRGY AJEN Th goefic 9T 3R 3 groceryxls”® &1 H AT

f&are|
Date of Manufacturing” dTd & U AAT Hictd SIS |

T O T SUATIT Hlch hictd ATH P T |

PieIH G HY

fafy uFT & dd/mm/yyyy & acel|

aéhefe T U THG BT DS UHAS Gehd FITaTd |
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Perform the following tasks on behalf of the grocery store manage and also mention the steps:

1) Create a worksheet as mentioned in the above mentioned table and save it as “grocery.xls”
i1) Hide the column F

iii))  Insert a column H with name “Date of Manufacturing”

iv)  Freeze the column name using freeze pane

V) Change the Date format of column G to dd/mm/yyyy

vi)  Protect the worksheet with any password of your choice.
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