DATA ENTRY OPERATIONS (336)
TUTOR MARKED ASSIGNMENT

Session 2025-26 | Solved Answers
GyanTech Guru Ji

SECTION A — ENGLISH ANSWERS

Q1. Priya needs to print her document on A5-sized paper instead of the default
A4. What steps should she follow in the Print dialog box? (2 Marks)

Answer:

1. Open the document in MS Word and click on the File tab, then select Print (or press
Ctrl+P).

2. In the Print window, under 'Settings', click on the paper size option (showing 'Letter' or
'Ad").

3. From the drop-down list, select 'AS' as the paper size. (If A5 is not listed, click 'More

Paper Sizes''and choose A5 there.)

4. Alternatively, before printing, go to the Layout tab > Size, and select A5 from the list, then

return to File > Print.

5. Check the print preview to confirm the page now shows A5 size, then click the Print

button.

Q2. Ravi accidentally deleted an important file named 'TMA336.doc' from his
desktop. What steps'should he follow to recover the file from the Recycle Bin? (2
Marks)
Answer:

6. Double-click on the Recycle Bin icon on the desktop to open it.

7. Locate the file named "'TMA336.doc' in the list of deleted items.

8. Right-click on the file.
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9. Select 'Restore' from the context menu (or simply drag the file out of the Recycle Bin to

the desired location).

10.  The file will be restored back to its original location, i.e., the desktop.

Q3. Write the keyboard shortcut keys for the following: (i) Print Preview (ii) Help
(iii) Select All - entire document (iv) Cut. (2 Marks)
Answer:

* (i) Print Preview — Ctrl + F2

- (i) Help — F1

« (i) Select All (entire document) — Ctrl + A

¢ (iv) Cut—Ctrl + X

Q4. What are the steps to protect a document in MS Word using a password?

How can you modify or remove the password later? (4 Marks)
Answer:

Steps to protect a document with a password:
11.  Open the document you want to protect in MS Word.
12.  Click on the File tab and select 'Info'.
13.  Click on 'Protect Document', then choose 'Encrypt with Password'.
14.  In the dialog box that appears, type a password and click 'OK'.
15.  Re-enter the same password to confirm it, and click 'OK' again.

16.  Save the document (Ctrl + S). The document is now password-protected and will ask

for the password every time it is opened.
Steps to modify or remove the password:
17.  Open the password-protected document by entering the existing password.
18.  Click File > Info > Protect Document > Encrypt with Password.

19.  To change the password: delete the existing password in the box and type a new

one, then click OK.
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20. To remove the password: delete the existing password from the box, leaving it blank,
and click OK.

21.  Save the document to apply the change.

Q5. Ramesh is working on a worksheet in Excel. Mention the steps Ramesh must
follow to perform the following tasks using a computer mouse: (i) change the row
height of one row only (ii) change the row height of all rows in the worksheet. (4
Marks)

Answer:

(i) Changing the row height of one row only:

22. Move the mouse pointer to the bottom border of the row number (on the left side of

the worksheet) for the row whose height needs to be changed.
23.  Wait until the pointer changes into a double-headed arrow.

24.  Click and hold the left mouse button, then drag the border up (to decrease) or down

(to increase) the row height.

25. Release the mouse button once the desired height is reached.

(ii) Changing the row height of all rows in the worksheet:

26. Click the 'Select All' button (the small triangle/box at the top-left corner where the row

and column headers meet), or press Ctrl + A, to select the entire worksheet.

27.  Move the mouse pointer to the boundary between any two row numbers until it

changes into a double-headed arrow.
28.  Click and dragthe border up or down to the desired height.

29. Release the mouse button; since all rows were selected, all rows in the worksheet will

change to the same new height.

Q6. Project: A manager of a grocery store wants to create a spreadsheet to store
basic details of grocery items (as per the given table). Perform the following
tasks and explain the steps: (i) create worksheet & save as 'grocery.xls’, (ii) hide

column F, (iii) insert column H 'Date of Manufacturing', (iv) freeze column headers
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using Freeze Pane, (v) change date format of column G to dd/mml/yyyy, (vi)
protect the worksheet with a password. (6 Marks, ~500 words)

Answer:

A worksheet was created in MS Excel with the columns S.No. (A), Item Name (B), Brand
Name (C), Quantity (D), Price per Item (E), Availability (F), and Date of Expiry (G), and the
data for all 7 grocery items (Rice, Milk, Bread, Olive Oil, Eggs, Ketchup, Potato Chips) was

entered exactly as given in the table. Steps for each task are explained below:

(i) Create the worksheet and save as 'grocery.xls':

30. Open MS Excel and enter the column headings (S.No., tem Name, Brand Name,

Quantity, Price per Iltem, Availability, Date of Expiry) in row 1, from cell A1 to G1.
31.  Enter the data for all 7 items in rows 2 to 8, exactly as given in the table.

32. Click File > Save As, choose the desired folder location, type the file name as

'grocery’, and select the file type as 'Excel 97-2003 Workbook (*.xIs)'".
33. Click 'Save' to save the file as grocery.xls.
(ii) Hide column F'(Availability):
34. Right-click on the column header 'F'.

35. Select 'Hide' from the context menu. Column F will no longer be visible (it can be

unhidden later by selecting columns E to G, right-clicking, and choosing 'Unhide").

(iii) Insert a new column H named 'Date of Manufacturing':
36.  Click on cell H1 (the first empty column after column G).

37.  Type the heading 'Date of Manufacturing' in cell H1, and fill the relevant

manufacturing dates for each item in the rows below.

(iv) Freeze the column headers using Freeze Pane:
38.  Click on cell A2 (the first cell of the row just below the header row).

39. Go to the View tab on the ribbon, click 'Freeze Panes', and select 'Freeze Panes' (or

'Freeze Top Row').

40. Now, the header row (row 1) will always remain visible at the top while scrolling down
through the data.
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(v) Change the date format of column G to dd/mm/yyyy:
41.  Select the entire column G (Date of Expiry) by clicking on its column header.
42. Right-click and choose 'Format Cells' from the menu.

43. Inthe Format Cells dialog box, select the 'Date' category, and choose the type that

matches dd/mm/yyyy (or select 'Custom' and type dd/mm/yyyy in the Type box).
44. Click 'OK' to apply the new date format to column G.

(vi) Protect the worksheet with a password:
45. Go to the Review tab on the ribbon.
46. Click on 'Protect Sheet'.

47. In the dialog box, enter a password of your choice in the 'Password to unprotect

sheet' field.
48. Click 'OK', then re-enter the same password to confirm it, and click 'OK' again.

49.  Save the file (Ctrl + S). The worksheet is now protected, and the password will be
required to make any further changes to it.

A sample file named 'grocery.xlsx’, showing the completed worksheet with these tasks applied,

has been prepared separately and shared along with this assignment for reference.
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SECTION B — 8¢ 30X

g2 1. ORI Y 3791 gEaTaeT fBhice Ad & ST A5 31K & It W e T gl 38
Print SRICT STeh H lof-ahleT & fdehod Foiel AfRT? (2 37eh)

34N

50. MS Word # g&drdst el 3R File &9 W fafefeh #¥eh Print Tei (IT Ctrl+P &) |

51.  Print [d8t #, 'Settings' & 33T, IR ASS Tached (fT@# 'Letter' AT 'A4' 6@ @Il W
fFereh Y|

52.  3IU-ST3+ FaT A 'A5' IR A1gST ol | (Tfe A5 Tt 7 =TET 8, T 'More Paper Sizes' &
fFeTeh ohYeh 8T & A5 Te1)

53.  dhfedeh &9 &, e #d & ggel Layout & > Size H STIer T2t & A5 T, 3R T File >
Print 9T ar9d ST |

54. i dieg & i f& st 316 A5 TR @ 6T 8, Y Print =T TR Fefeh Y

e 2. I & AT O 319l SEheld ¥ Hgea ol Higel 'TMA336.doc’ &1 geT fgar g | 39
HISeT Sl Recycle Bin & JeT: It el & foIU shiel ¥ e 3ol A1gT? (2 3ih)
3l

55. 3THelT IR Recycle Bin 38T X Sedl-TFeleh hich 39 Wiol |

56.  geIs IS BISal hl Il # 'TMA336.doc' FATHS HIgel i Tisi |
57. WISe W Isc-[Feleh oy |

58.  @lecaec Aoy ¥ 'Restore’ Il (AT HIgel I €YY Recycle Bin & SR Tiera diferd T
R o S0)|

59. WIS 3Ue H T, mﬁ%m”qwgﬁ:wﬁm?ﬁl

et 3. fefaf@d & forw dhas eiicehe Seft ford: (i) e ey (if) g (jii) Reisre 3iTer -

UCTAX STHYHC (iv) &hc| (2 3h)

34
* (i) ﬁ??ﬁa{\(Print Preview) — Ctrl + F2
« (i) g9 (Help) — F1
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« (i) Forelere 3fTel - QT STeFg#T (Select All - entire document) — Ctrl + A
« (iv) Fc (Cut) — Ctrl + X

95T 4. MS Word # UTHTS ol 3UZNET hich Teh GEITAST ol FITATAT il o [oIT & hedd
33l AMgU? §1€ H 3T YTHAS Fl Hd 9ol Thd & AT el Tohd 872 (4 31F)

34

SEATAST T ITHaS & TIIATT el oh hee:

60. TSI aEcTES i IIATA =T & 38 MS Word & el

61.  File 39 TR Feleh oY 3 'Info’ o |

62. 'Protect Document' W {Fersh X, fh 'Encrypt with Password' =]

63. i SRICIAT SToFH Telcll § 3HH Ueh YIHas €157 &Y 3R 'OK' TR oFeleh Y|
64.  3H UTHIS T I: ST Feh gfSC Y, 3R T { 'OK' | fFereh Y|

65. G I A &Y (Ctrl + S)| 3 SEATAST THITS-FTETC 81 a7 & 3R g IR Wielel T
qrHds HARE

UTHdS d&olel AT §elol & heH:

66.  HIS[aT IRIGS STeohY JIaS-GRIaTd SEdldel Glel|

67.  File > Info > Protect Document > Encrypt with Password T [&efeh &1 |

68.  UIHAS dcolel o [IT: SioFd H HiS[aT IrHdS §eU 3 =731 Ias 89 Y, fht OK
feForeh Y|

69. UIHAS gl o ToIT: Serd # Hlo[er UIHds &l &, 38 Wiell 815 &, 3R OK W feFeres Y|

70.  URENT AE] A g aFAldol AT |

9T 5. T UFHl H Uh gehefic T H1H Y Ig & | T8 (AeiielGel Il ! heged ASH
T 3YTNT Fleh Il & ToIT DleT A HeH 3IT: (i) hdel Teh Ui T FATS FeoreT (ii)
gohelic & Y gfFaat T 31s sea| (4 375)

34

(i) Fhael T gfard 1 FaTS deofeT:
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71. 5T 9iFd I 315 Scaleit g, 39% UfFd ) (Thefic & ariT 31R) Fr el HaAr o

A3 YiseX o 10|
72. Y & &g fBX arer X (double-headed arrow) & sgelel ST TR |

73.  HAI3H % UC g1 ol [Felch hich GaTU W, fh TYAT Al FI (FHA FIA o Q) AT AT
(o1 & fav) G|

74. qfed IO W qg'uﬁ W AT3Y g¢o DI &
(ii) gohefic 7 T3t ufFaar T Fars sl

75.  'Select All' o1 (dfFd 3R lers g3 & AT arel et 9T Bl FhIvT/aied) ) [Felh
&Y, AT Cirl + A GaTehY G gehefie =i |

76.  fordY ofr or uferd TEam3it & & T HAT IR AT UigeX of ST, ST deh dg algX 18] arer
AR & o d¢of U]
77.  EAT H IR AT AR AT HA18 do Wi |

78. HAI3H 9co ©Is &; FAiTh gl ufFaar aafad of, awelie Hr @i diFaan g A5 a1
H g U |

9T 6. GRATSTAT: FoRIT=AT TER o Feleieh hl fohTeT AT & JfAGTCT faawor F#R i 8
Teh TSN TeTeN (&1 1S cAlforet 3TN | FeaAfai@a e &Y 3R sheH Tse & i: (i)
ghefic ST g 'grocery.xls' & & & AT &, (i) rerd F BTG, (iii) et H 'Date of
Manufacturing' Si1s, (iv) SIeT Uo7 & Shleld §8¢ SIT Y, (V) Pietd G T [l IIeT i
dd/mm/yyyy # seel, (vi) ghefiie @l qrias & FIiatd Ll (6 3ieh, ~500 2Uec)

34

MS Excel & T& aaefiie 9415 315 503 dred S:No. (A), Item Name (B), Brand Name (C),
Quantity (D), Price per Item (E), Availability (F), 3iR Date of Expiry (G) ef&dl &, 3R T@efr 7

fohT=TT 3mScHa (Rice, Milk, Bread, Olive Oil, Eggs, Ketchup, Potato Chips) T 3T difelel & fgT
3TN Eof TohdT aTT| Yedeh R o SheH i ST a1 &

(i) ahefie §7=T 3R "grocery.xls' & &I H G =T

79. MS Excel @rel 3R &ierd e (S.No., Item Name, Brand Name, Quantity, Price per
ltem, Availability, Date of Expiry) 9fed 1 &, ¥ef A1 & G1 dh Gof Y|

80.  dirfelenT # U 3THR T 7 3TSCHH T SeT Uiched 2 A 8 H &of Y |
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81.  File > Save As TR T&cTeh X, TS BlesT TUTT Iaf, WISl AATH 'grocery’ €89 &Y, 3R
BISel R 'Excel 97-2003 Workbook (*.xIs)' =1

82. WIS I grocery.xls & &9 H Ad &l g 'Save' T oFeleh |

(ii) Te T F (Availability) &SI

83. I g3 'F' W Use-TFeran Y|

84. iccate A U 'Hide' Toi| HlctH F 379 fo@S LT a1 (S1€ H E @ G HIcTH FoTehy,
Tge-fFeleh Teh 'Unhide’ Iolehd $8 Je1: fG@IAT ST Fehel §) |

(iii) 57T ST H 'Date of Manufacturing' 3T 3 SiSaT:

85. T H1 (PIetd G & &G FT Yl WTell Shleld) T [Fereh Hi|
86. o H1 & M 'Date of Manufacturing' €89 &Y, 3R T i afFdat & v 3M5eH
&1 gefea AT fafr s
(iv) 1ot 9T & icte g3 WISl hiaT:
87. @l A2 (8T Ul & Xl =T T Ufere T Tgell dol) WX TeFeleh Y|

88. R& H View ¢ WX ATV, 'Freeze Panes' W [&eish ¢, 3R 'Freeze Panes' (IT 'Freeze
Top Row') T |

89. 379, 3cT o oA Thich Il AT gsT Ul (Ui 1) g iy W e ol
(v) P G &1 fafd urwd S dd/mmlyyyy # sgola:

90.  @lciH gST T Toheleh ohich T HIcdH G (Date of Expiry) Tei|
91.  Use-[Fereh Y 3R A=Y @ 'Format Cells' i |

92.  Format Cells S/rcilar §ierg #, 'Date’ AN =i, IR dd/mm/yyyy & Fel T AT ThR
el (I7'Custom’ YA Type STeF 7 dd/mm/yyyy TT8Y &)

93. I G TR AT [l JIET #I1e] $Xe 8] 'OK' TR Tboleh Y |
(vi) Tehefie Y ITEas & FITaTT e
94. R« # Review ¢§ W ATT|
95.  'Protect Sheet' T fFeleh H<|
96.  SIICIT Sk H, 'Password to unprotect sheet' Heg I 39l YHE T ITHIS &of i |
97. 'OK W fFereh Y, fohe 3¢l 9raas ol IoT: gl ke gfve Y, 3 fthe 'OK' & fFerh 3|

GyanTechGuru Ji, 9518616764, https://t.me/ThinkIndiaX


https://www.youtube.com/@GyanTechGuruJi

98. WIS Ad A (Ctrl + S)| aehelie 31e TRIETA 8, 3N 583 1S 8l deorra atel & T
qrIds 39T g1 |

sﬂaﬁmaﬁmwﬁ@@ﬁ%mﬁmﬁmwww'grocery.xlsx'Qiaa-‘r%grsv
3TATSSIHT o TTY 3797 ¥ IR hieh TTST I 15 g |
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