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CCOM-02

Computer Application for Business

HRCR BT AFHIAD JTUART
Certificate Course in Office Management (CCOM)

1% Semester Examination December 2023-24

Time: 2:00 hrs Max. Marks: 50
Note : This paper is of Fifty (50) marks divided into (02)

Section A and B. Attempt the questions contained in
these sections according to the detailed instructions
given therein. Candidates should limit their answers to
the to the questions on the given answer sheet. No

additional (B) answer sheet will be issued.
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Section-A (Long Answer Type Questions)

Gus— 31" (e I8 ywA)

Note : Section 'A' contain Five (05) Long-answer-type

Q.1.

question of Thirteen (13) marks each. Learners
are required to answer any two (02) questions
only.

[2x13=26]
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What is the use of mail merge? Explain the steps

involved in mail merge with suitable examples.
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Q.2. How to create a web page in HTML? Describe the
different features of HTML. Create the following
webpage using HTML.

Uttarkhand Open University, Haldwani
Student Enquiry Form
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Phone Number :
Marks :
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Q.3.  Explain the different number systems with example.
IRV & A7 A= w=m gonferdi &1 wHesy |
Q.4.  What are the different features of MS-Excel? How MS-
Excel can be used in data analysis?
THU—UaRTel &1 A= faeiyamd qar 87 ser fageryor
H TATH—Tad BT ITANT D4 T ST AT 77
Q.5.  What are the features of MS-DOS? What do you mean

by external and internal commands? Explain any five
external and internal commands with suitable example.
THEE—S &1 faRyame @r €7 aredl SR aridRe
HHSH ¥ AT T FH 87 YUY S&IBRVT & A1
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Section-B (Short Answer Type Questions)
Gus— 9’ (o, SN YTH)
Note : Section 'B' contain Eight (08) short-answer-type
question of Six (06) marks each. Learners are

required to answer any Four (04) questions only.

[4x6=24]
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Q.1.

Q.2.

Q.3.

Q.4.

Q.5.
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Explain any five formatting commands of MS-Word.
TIE—d8 & fbral Uid BECT HHisd & ARl
I |

Explain any five data analysis functions of MS-Excel
with example.

IRV S WS TATE-Udd @ Bl dfE Sl
feeT T B Bl We B |

What are the different types of computers? What are
their characteristics?

PHRER B (AN~ JHR T 87 ITD! [IRIVAY FT 57
What do you mean by generation of computer. Explain.
YR BT NifeAl ¥ T AR 3?° ARAT BIFY |
What are the features of WINDOWS 11?
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Q.6. What are the features of MS-PowerPoint? Write the
steps to create a presentation slides. How to insert an
audio in the slides?
gradige o1 faRvd] &1 27 T Wsed a9 &
forg =xor ford | werged # SifSal B Srel ST &7

Q.7. What is the role of internet in education? Discuss in

detail.
Re % gexie o a1 e 2° IR 9 =@ N |
Q.8.  Explain the following terms:

1. Document inspector in PowerPoint
il. Notes pane

1il. Trigger in context of animation
frreferRad ereal @1 @ren SIfTg:
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