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CCOM-02

Computer Application for Business/
R BT AGANAD STIIART
Certificate Course in Office Management (CCOM-16/17)
Examination 2021 (Winter)

Time: 2 Hours Max. Marks: 50

Note : This paper is of Fifty (50) marks divided into two
(02) Sections A and B. Attempt the questions
contained in these sections according to the

detailed instructions given therein.
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Section — A / gvs —&
(Long Answer — type questions) / (&€l IRl aTel 7e+)
Note: Section 'A' contains Five (05) long-answer-type

questions of Thirteen (13) marks each. Learners are

required to answer any two (02) questions only.
[2x 13 =26]
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Q.1.

Q.2.

Q.3.

Q.4.
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What do you mean by hardware and software? How

many types of software? What are the main features of

windows operating system?

BTSN Ud ATFedIR I 3T T FHSd 27 ITFSdIN
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Discuss about the History of Internet.

goxe @ sfae @ IR # =@l P |

What do you mean by DOS? Write any ten commands
of DOS with suitable example.

S ¥ A R GHSW £ S @ [del a9 Bl
I ITERYT Afed oy |

Define computer. What are the various peripherals of
computer? Explain.
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Q.5.  What is E-mail? How does it work? Describe the

advantages and limitations of E-mail.
I R B8? IB B B BRAT 27 s—HA Bl
IR qAT AHARAT BT gl BT |

Section— B/ g8 — g
(Short-answer-type questions) / Hgﬁﬁ qrel U

Note: Section 'B' contains Eight (08) short-answer-
type questions of Six (06) marks each. Learners
are required to answer any Four (04) questions
only.

[4x 6=24]
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Q.1.  What do you mean by word processor? What are the

features of word processor?
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Q.2.
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What is HTML? Write the process to create a table

containing the following structure.
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Write short notes on the following:

(i) LAN (i) WAN (iii) MAN
Ffeiaa w oy fewoh foriey |
(i) o (i) o4 (iii) &

Convert the following Binary Numbers into Decimal
Numbers.

(i) 101 (i) 10101 (iii) 101101

Feforiad gl Arel Bl SvMed Sl H
aRRafdd HIfeT |

(1) 101 (i1) 10101 (iii) 101101



Q.5.

Q.6.

Q.7.

Q.8.
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List and explain the type of computer.

B B YR DI GAag X MR FHsm |

How to insert Header, Footer and page Number in a

word document? Write complete process.

TH I THAS H TR, Fhex AR U9 TR Bl D
[faferd fdar Sram 2° 9 ufshar forfey |

Distinguish between Dot-matrix printers and inkjet
printers.
Sfe #fgr fiier g sdole fiier # omR W
P |

Various Commands of Format Menu of Worksheet.

ghefiic # BRAC WY o A= wHiss |




