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CCOM-02

Computer Application for Business

(F7eR BT ATgERIS IFIII)

Certificate Course in Office Management
(CCOM-12/CCOM-16)

Examination, 2017
Time : 3 Hours Max. Marks : 35

Note : This paper is of thirty five (35) marks containing
three (03) sections A, B and C. Learners are
required to attempt the questions contained in these
sections according to the detailed instructions given
therein.

dC . I8 W uF YN (35) 3l @1 & S o (03) WS
‘@, | qr v ¥ fanfoig g1 Rl @1 =
guel ¥ fay MU R Feel & o aR & WAl @
ST o B
Section-A / GUls—d
(Long Answer Type Questions) / (€78 IT<1I T2

Note : Section ‘A’ contains four (04) long answer type
questions of seven and half (7%) marks each.
Learners are required to answer two (02) questions
only.
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1. Give the DOS Commands to perform the following

operations :

ATRFET Riven & Frfaled arf & fomes &xe @
foTg ®HH-91 DOS HHITS YUY Bl & ?

(@) Delete all the files from the subdirectory
WS/DEPT in the drive B whose file names have a
BAK extension.
gd 9 H AESRRAey WS/DEPT  orRIe
TRICIM BAK B, ¥ W BRdll @ g€M &
forg |

(b) Copy all the files beginning with m and whose
filename has a TXT extension from drive A to
the/document directory on drive C.

T BIEel S U W 9 YR BT @ T foan
TXT TaCeH &, @ 95d A ¥ $8d C &
SlagHe SRRaey) H didl o & fory |

(c) Prepare a disk in drive B so that it can be used to
boot up the computer.

$15d B H f$®@ (IR &A1 Al BRI Bl T
3 fhar o ¥a, & forv|
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(d) Make a new directory NEWDIR under directory
OLDDIR. Copy all files from directory OLDDIR
to NEWDIR.

OLDDIR & 3FFd Ud -3 SRRTSY (IR B
& fory, SRR OLDDIR & NEWDIR # 9
HIgAl B B G B oy |
2. Answer the following :

feferiad @1 ST SIoTY

(@ How is the Switch User option different from the
Log Off option ?
Rieiwr aTRfET Rieed § @ aife vd Rad TR
faped # R e HIfTY |

(b) What is MailMergo in MS-Word explain its
advantages using an example ?

7. 79 9% (MS Word) H o (MailMerge)
@ g 7 3D SWAA 9 BH dle Al @l
IEENT ied AREAT DI |

3. Answer the following :
ferferiad @1 SR A

(@) What is absolute cell addressing in a worksheet ?
How does it differ from relative cell addressing ?

Q‘CRW ghdic ¥ absolute cell addressing/ﬁ?ﬁ?ﬂ
T XBRNET T OB 8 G IE relative cell
addressing/4TUeT Aol YRR & o i 8 ?
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(b) What are the two types of data can be inserted in
a cell of a worksheet ? Give examples.

TR gadic H Ufe fby IM a1l & YBR &
SICT/HEG DIF-BIN © ¢ IaTexvl dfed AR

I |

4. Answer the following :
ferferRad o1 SR ST -

(@ What is Justification ? Explain briefly the ways a
paragraph in a MS-Word document can be
justified.

MS-Word TH. T9. 9 ¥ Justification/3iTfIed @
BT € ? U URTUTG @l UH, TH. 7% H s TR
T Justify fRar o1 wear §, dfra @
PHITY |

(b) It is required to print the page number at the
bottom and heading at the top-center of the page.
Give the steps to achieve this.

fedl MS Word SfRfc § T U # A UW
TR difed fov o € dor e o fen
I ¥ | 39 Ui W UgA @ e Sifor |

Section-B / Yrs—Yg
(Short Answer Type Questions) / (g STRIF U%H)

Note : Section ‘B’ contains eight (08) short answer type
questions of two and half (2%) marks each. Learners
are required to answer six (06) questions only.
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1. Explain different types of computer software.

HFRICY WICAR & A GHRI BT IRAT DIFT |

2. What is Internet Explorer ?

Internet Explorer/3e-ic TaIIRS R®IT & ?

3. Define Internet. Explain different services of Internet.
gevie Bl GRING ST | gexie &1 fafr=T darsl
B ARAT DI |

4. Compare the five generations of computers on the
basis of the software technologies used.
AFCdR Calalrell & JMER W BRI &I wrg difgal

@ T BT |

5. Explain the main functions performed by the system
software of a computer system.

U6 HRICY UUTell & Rieed AedR gRT fhy o
el I BT B AT BT |

6. Differentiate between system software and Application
software with one example for each.

Ry AfedR U4 Tollabyd AfedR & 7 Tdd
BT Th ISRV GaN R W DIFT |
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7. Give three advantages of windows over DOS operating
environment.

Windows/[dved  JIfRfET RRew @ DOS/EM
i Rwed ¥ g &Rd §¢ Windows/fawsial
JTRFET & o oMl B AR BIY |

8. How many characters are allowed for a file name in :
MSDQOS, Microsoft Windows.
Windows/[d=siol ~ 3fRfeT  RRe® U9 DOS/EM
SRIST Rieed ¥ ol wigel & 99 forg | foe
3R / PR BT ST Wb 8 ?
Section—-C / gUe—T]

(Objective Type Questions) / (@S T)
Note : Section ‘C’ contains ten (10) objective type

questions of half (%) mark each. All the questions of
this section are compulsory.

dlc ;. @ue T H 9 (10) TRMTS WA @ W 2| RS
v fo g () oo FeiRd 81 59 @ve @
T oo arfear € |

1. Which protocol provides e-mail facility among
different hosts ?

(@) FTP
(b) SMTP
(c) TELNET
(d) SNMP
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fFrfoRed # & =T Uieidld sRed & Hal gfaer
U] I @ oy FHfaRad # 1 fsar AT i
g7

(@) T, <1

@ va wmdda

(\) carie

(@ T

2. In order to tell Excel that we are entering a formula in
cell, we must begin with an operator such as :

(@ $
b) @
(c) +
d) =
TR @ ol cellRa # 313 BHen foras 9 ugd
fy=frRad & & -9 operator/ATRER SKIATA BT

3. Microsoft word is an example of :
(@ An operating system
(b) Processing device
(c) Application software
(d) System software

A-99 P.T.O.

http://www.uouonline.com


http://www.uouonline.com
http://www.uouonline.com

http://www.uouonline.com
[8] CCOM-02

Microsoft word (Migshride) de = H & fosan
ST & 7

(1) aifoefeT Rew

@ AR feaed

(@) Uelioee dcdR

(8) Rred dAftedR

4. The MS-DOS operating system is a .........c.cceueve.

(@) Graphical user interface, single-tasking operating
system

(b) Graphical user interface, multi-tasking operating
system

(c) Command-driven interface, single-tasking
operating system

(d) Command-driven interface, multi-tasking
operating system

MS-DOS/TH. TH-SRT JMRET fRreg

g7

@) ahdd qoR goweE, R TRET STRRT
Rreen

@ wWfhdal SexBd, Hed-oiReT SmfET Rived

(@) Fwefyad Toxww, REe-cReT  sfmfeT
RieeH

(@) dHIE-fdT SeXBH, Hecl-CIRGT ITURfST RiweH
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5. The horizontal and vertical lines on a spreadsheet are
called :
(@ Cells
(b) Sheets
(c) Block lines
(d) Grid-lines
el W afae 3R kR dgdl of B | 9 @
el Sl © ?
(@) e
@ e
(|) i o3
@ frs e
6. Portrait and Landscape are in MS-Word :
(@) Page Orientation
(b) Paper Size
(c) Page Layout
(d) All of the above
TH. T4, 9 § Ui 3R olewdy o1 B & ?
(@) Ut sy
(@ o
@) U é&mz
(@) Swjw i
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7. In PowerPoint a new presentation can be created from :
(@) Blank Presentation
(b) From Existing Presentation
(c) From Design Template
(d) All of the above
yfaRige H T4 yoice o/ H 9 (5 yeR 9 &g
ST Al & 7
(@) =i Uoicyd

(@) qH ol I WA HRd

(@) fSuMEd <Hele g
@) SwF W

8.  What PowerPoint feature will you use to apply motion
effects to different objects of a slide ?

(@) Slide Transition

(b) Slide Design

() Animation Objects

(d) Animation Scheme

JfRUEE Uoicee @ ¥olgs @ Slfeidcd H AN
e SeM & fory 1 H | -0 fRIyan s
Bl 8 7

(@) wES gioier

(@) woss feome

() TR Sffqeiacd

(8) winRM WM
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9. Toolbar Option is present in ................ menu.
(@ View
(b) File
(c) Edit
(d) Insert
AR faweg 4 H Rerd 8 & |
@
(@ wrea
(w) tfee
@ &
10. What should be the first tag in any HTML document ?
(@) <head>
(b) <title>
(c) <html>
(d) <document>
HTML SiR[T H §a9 UBel tag/cT 71 § | $i-4
YANT BICT & 7
(31) <head>
(@ <title>
(@) <html>

() <document>
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