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CCOM-02
Computer Application for Business/

dEI;wVj dk O;olkf;d vuqç;ksx

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.

uksV % ;g ç'u i= ipkl ¼50½ vadksa dk gS tks nks ¼02½

[k.Mksa] d rFkk [k esa foHkkftr gSA çR;sd [k.M esa

fn, x, foLr`r funsZ'kksa ds vuqlkj gh ç'uksa dks gy

djuk gSA

Section – A / [k.M &d

(Long Answer – type questions) / ¼nh?kZ mRrjksa okys ç'u½

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.

[2 x 13 = 26]

P.T.O.
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uksV % [k.M ^d* esa ik¡p ¼05½ nh?kZ mRrjksa okys ç'u fn;s

x;s gSa] çR;sd ç'u ds fy, rsjg ¼13½ vad fu/kkZfjr

gSaA f'k{kkfFkZ;ksa dks buesa ls dsoy nks ¼02½ ç'uksa ds

mRrj nsus gSaA

Q.1. What do you mean by hardware and software? How

many types of software? What are the main features of

windows operating system?

gkMZos;j ,oa lkW¶Vos;j ls vki D;k le>rs gSa\ lkW¶Vos;j

fdrus izdkj dk gksrk gS\ foaMkst vkWijsfVax flLVe dh

eq[; fo'ks"krk,a D;k gSa\

Q.2. Discuss about the History of Internet.

baVjusV ds bfrgkl ds ckjs esa ppkZ dhft,A

Q.3. What do you mean by DOS? Write any ten commands

of DOS with suitable example.

MkWl ls vki D;k le>rs gSa\ MkWl ds fdUgh nl dekaM

dks mnkgj.k lfgr fyf[k,A

Q.4. Define computer. What are the various peripherals of

computer? Explain.

dEI;wVj dks ifjHkkf"kr dhft,A dEI;wVj ds fofHkUu

isjhfQjyl dkSu&dkSu ls gSa\ O;k[;k dhft,A
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Q.5. What is E-mail? How does it work? Describe the

advantages and limitations of E-mail.

bZ&esy D;k gS\ ;g dSls dk;Z djrk gS\ bZ&esy dh

mi;ksfxrk,a rFkk lhekvksa dk o.kZu dhft,A

Section – B / [k.M & [k

(Short-answer-type questions) / y?kq mRrjksa okys ç'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.
[4 x 6 = 24]

uksV % [k.M ^[k* esa vkB ¼08½ y?kq mRrjksa okys ç'u fn;s

x;s gSa] çR;sd ç'u ds fy, N% ¼06½ vad fu/kkZfjr

gSaA f'k{kkfFkZ;ksa dks buesa ls dsoy pkj ¼04½ ç'uksa ds

mRrj nsus gSaA

Q.1. What do you mean by word processor? What are the

features of word processor?

oMZ çkslslj ls vki D;k le>rs gSa\ oMZ çkslslj dh D;k

fo'ks"krk,a gSa\

P.T.O.
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Q.2. What is HTML? Write the process to create a table

containing the following structure.

Uttrakhand Open University

BCA BBA B.Sc.

,pVh,e,y D;k gS\ ,d Vscy ds fuEufyf[kr lajpuk

dks cukus dh çfØ;k fyf[k,A

Uttrakhand Open University

BCA BBA B.Sc.

Q.3. Write short notes on the following:

(i) LAN (ii) WAN (iii) MAN

fuEufyf[kr ij y?kq fVIi.kh fyf[k,A

(i) ySu (ii) oSu (iii) eSu

Q.4. Convert the following Binary Numbers into Decimal

Numbers.

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

fuEufyf[kr ckbujh la[;kvksa dks n'keyo la[;kvksa esa

ifjofrZr dhft,A

(i) 101 (ii) 10101 (iii) 101101
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Q.5. List and explain the type of computer.

dEI;wVj ds izdkjksa dks lwphc) djsa vkSj le>k,¡A

Q.6. How to insert Header, Footer and page Number in a

word document? Write complete process.

,d oMZ nLrkost esa gSMj] QqVj vkSj ist uEcj dks dSls

lfEefyr fd;k tkrk gS\ iwjh izfØ;k fyf[k,A

Q.7. Distinguish between Dot-matrix printers and inkjet

printers.

MkWV eSfVªDl fizaVj rFkk badtsV fizaVj esa vUrj Li"V

dhft,A

Q.8. Various Commands of Format Menu of Worksheet.

odZ'khV esa QksjesV esU;w dh fofHkUu dekaMlA

&&&&&&&&&&&&&


