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Computer Application for Business
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Certificate Course in Office Management (CCOM-16/17)

Examination, 2019 (June)

Time : 3 Hours] Max. Marks : 40

Note : This paper is of Forty (40) marks divided into three
(03) sections A, B and C. Attempt the questions
contained in these sections according to the detailed
instructions given therein.
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SECTION–A/��	�����

(Long Answer Type Questions)/����	�� � 	�	�!� �	"�� ��#��

Note : Section 'A' contains four (04) long answer type
questions of Nine and half (9½) marks each. Learners
are required to answer any two (2) questions only.

(2×9½=19)
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1. What is a chart? How many types of chart? Explain different

steps for inserting a chart in excel.

����� ���� �	
� ����� ��
��� ������ ��� ���
�� �	�� ������ ���� ����

������ ��� ���� �������� ������� ���� ���������

2. Define BCD code with example and also write significance

of BCD codes.

 !"�!"�!"� ����� ���� #$������ ���
� �������%�
� �!�&��� '�	��  !"

�!"�!"� ����� ��� ��(�� ���� ���)���

3. What do you mean by base of any number system? Convert

(425)10 into Octal and hexadecimal number system

���!��* ��������!����'�+�������'����������
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4. What is an internet? Explain LAN, WAN, and MAN with

suitable example?

�������� ���� �	� �	�1� �	�� ���� �	������ #$������ ���
� ��������
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SECTION–B/��	����	�

(Short Answer Type Questions)/�"�	�� � 	�	�!� �	"�� ��#��

Note : Section 'B' contains eight (08) short answer type
questions of four (04) marks each. Learners are required
to answer any four (04) questions only. (4×4=16)
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1. Justify the statement "internet is a decentrailized network of
millions of computer".

22�������� ��)���� �*3�4����� ��� ��� �����$�!�5
� ������� �	22� #�

�6������� #��
� ��7������

2. What is a domain name? Name the society which govern
the usage and allocation of domain name.

������� ���� ���� �	
� ������� ���� ��� #����8� ���� '������ ���
�����9
� ����� ���!� �������!� ��� ����  
�����

3. Name the main parts of the desktop and explain the working
of every part.
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4. Briefly explain the steps for creating a power point
presentation.

����� 3������ ��&����=���  �������� ����������� ���� ��>�3
�?�� ���
���)���

5. What is world wide web? How is it related with the term
website?

�@��� ����� �� � ���� �	
� ��� �� ����� %�A$� ��� ��6�� �	��
�� �+
� �	


6. Explain any four internal and four external DOS commands
with example.

#$������ ��� ��6�� ������ ��!� ����  ���!� ���� ���� '��
���� ���
������ �!� <��)��� �!�&��

7. Explain the classification of computer.

�*3�4��� ��� �8!������ ���� ���������

8. What are the uses of HTML? Create a web page containing
table with four column and five rows.

��"�!"��"��"��������#����8��	1�������B���'�	����B�����
����
��� ��6�� 
����� ����� �� � ��&�  �����



SECTION–C/��	�����

(Objective Type Questions)/��$%�
�&'���#��

Note : Section 'C' contains ten (10) objective type questions
of half (½) mark each. All the questions of this section
are compulsory. (10×½=05)

���� � �	��� -�.�  ��� &
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��%���� ����� ��� !�'��	3	� (½)� ���� !�3	*!,�� ��$� 5
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1. Which function in excel tells how many numeric entries are
these?

(a) NUM (b) COUNT

(c) SUM (d) CHKNUM

������������	����� �C��=�����)��(��������=����������  
�
�� �	


(a) �� (b) ��#��

(c) �� (d) �!"��"��� ��

2. Which shortcut key inserts a new slide in current
presentation?

(a) CTRL+N

(b) CTRL+M

(c) CTRL+S

(d) All of the above
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(a) �!�!'����� D� ��

(b) �!"�!"'��"��� D� ��

(c) �!"�!"'��"��� D� ��

(d) #�����
� ���!

3. Which tag inserts a line horizontally on your web page?

(a) <hr> (b) <line>

(c) <tr> (d) <document>

��	�� ��� �	8�  ��� ��&� ���� >�	�
&� ��)��� ���� ����%����
�� �	


(a) <hr> (b) <line>

(c) <tr> (d) <document>

4. What tag should be the first tag in HTML document?

(a) <head> (b) <html>

(c) <title> (d) None of these

��"�!"��"��"� $:
���&� ���� ��	�� ��� �	8� ����� �	8� ���
�� �	�

(a) <hea> (b) <html>

(c) <title> (d) None of these
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5. Which command brings you to the first slide in your
presentation?

(a) New Slide Button

(b) Page Up

(c) Ctrl+ home

(d) Ctrl+ End

'��������&����=���������	���!����������!�:����������
!��	


(a) ��4� :�����  ��

(b) ��&'�

(c) �!"�!"'��"��� D� ����

(d) �!"�!"'��"��� D� ���

6. Which file format can be added to a power point show?

(a) .jpg (b) .gif

(c) .Wov (d) All of the above

����� 3������ =���� ������	����� �C���� :�?��&���E�� &����
�� �	�

(a) .jpg (b) .gif

(c) .Wov (d) #�����
� ���!

7. Which of the following is a correct format of email address?

(a) name@website@info

(b) name@website.info

(c) www.nameofwebsite.com

(d) None of them
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(a) name@website@info

(b) name@website.info

(c) www.nameofwebsite.com

(d) #�����
� ���!

8. Browser does not recognize spaces.

(a) True (b) False

 ��#&�� )���!� &8������ ��!� �����
�� �	�

(a) ��! (b) 8�


9. Second generation computers used vaccum tubes.

(a) True (b) False

�G
!�� �!H!�����*3�4������ ��� �	��4�� �I�4 ���� �:
����� ���
�� �	�

(a) ��! (b) 8�


10. Worksheet can be inserted in a word file.

(a) True (b) False

���� �C���� ���� ���=�!�� ���� ����=�������� &�� ��
�� �	�

(a) ��! (b) 8�
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