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Certificate Course in Office Management (CCOM)

Ist Semester  Examination, 2023 (June)

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. Candidates should limit their answer 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)/����	�� � 	�	�!� �	"�� ��#��

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.

(2×13=26)
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1. What is Electronic spread sheet? Explain its different
features.
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2. (a) Explain in detail the history of computer; also describe
the evolution process of it.

(b) Wnte down the limitations of computer system.
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3. (a) What are the internal and external commands? Explain
with example.

(b) What are the characteristics of an operating system?
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4. Explain the characteristics of following number systems :

(a) Binary Number System.

(b) Decimal Number system

(c) Octal Number System

(d) Hexadecimal Number System.
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5. Explain any five input and output devices with their
working.
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SECTION–B/��	����	�

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

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. (4×6=24)
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1. Compare between LAN, MAN & WAN network.
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2. What is power point presentation? Explain its advantages &
features.
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3. What are the various characteristics of computer system?
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4. What is the use of HTML in Business? Explain.

"9��"."����� ������� .��� ���� 5����7� ���� ��� ��� ��	!"#

5. What are the different text alignment option available in
MS-Word?
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6. What are the main components of MS Word?
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7. What are the different types of operating system?
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8. Write short notes on :

(a) Relative and absolute cell referencing.

(b) Count and Counta function.

(c) Lookup and Vlookup.
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