This question paper consists of 6 questions and 7 printed pages.

T IH-9F § 6 WA a1 7 gfxd g 2|

oll No. .
el Code No- s3N0CIO
Set/d<e A

CERTIFICATE IN BASIC COMPUTING
Sfaes HIFRT | JHTOT-uR
(608)

Day and Date of EXamination ..o e

(e 1 T 9 femmen)

Signature of Invigilators L

(Frltershi < waTan)

General Instructions :

1.

2.

Candidate must write his/her Roll Number on the first page of the question paper.

Please check the question paper to verify that the total pages and total number of
questions contained in the paper are the same as those printed on the top of the
first page. Also check to see that the questions are in sequential order.

. Making any identification mark in the answer-book or writing Roll Number

anywhere other than the specified places will lead to disqualification of the
candidate.

Answers for questions, like matching, true or false, fill in the blanks, etc., are to be
given in the answer-book.

Write your Question Paper Code No. 53/VOC/O, Set [A] on the answer-book.
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2 Hours | [ Maximum Marks : 40

guT ;2 e | [ qurie : 40

Note :

e :

All questions are compulsory and carry marks as indicated against each
question.
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1. Fill in the blanks : 1x8=8
ok T W

(@)

(b)

(c)

(d)

()

(9)

(h)

—— adjusts a column without a row height according to the widest entry
of column or tallest of a row.

STE TGN o YA AT G et Uik ok SFHR T Uitk HdTs o (o[ Th o
GHEIS L 2

It is not possible to run application software without —— software.
—— WA & ToAT U T TFeaRR ol =91 99d &1 2 |

is Internet utility software used to upload and download files.
FTaell 3 arTelt 3 STee O ¥ o —— et affaf e sEm A 3
DNS stands for .

DNS @1 a1 —— %

Hosts and local networks are grouped together into —.

By AR Al e 3T H et —— % &9 # U 74 a9 9 ¢

is a device that prints test or illustrations on paper.

—— U Ik ¢ S TS R e 71 o e R g

A computer needs both —— and software for proper functioning.
A P F % R O I A 99 Wi 2 e B
Number entries in cells are —— aligned by default.

Yol § TR T Sihice g1 —— Uellg-s ad 2|
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2. State True or False for the following statements : 1x7=7
Frefefaa et & e ot steran TTerq s

(a) We cannot insert page numbers in MS-Excel.

B MS-Excel # I8 AT |fFHfod T8l L 9ehd |

(b) Info Seek is not a search engine.

Info Seek@ﬁéﬂ?qﬁﬁ%l

(c) F7 is the shortcut key to generate the spell check utility dialogue box.
F7 W = Fffafe swam siem 3o & & fau wiidee & (Fsi) 2

(d) In the given URL

http:/ /www.ignou.org/mba /url.html

mba is the folder name.

few 7w URL
http:/ /www.ignou.org/mba/url.html

mba Fieel & I 2|

(e) Masters is the term which is not related to PowerPoint.

HEed 9% Ts< ¢ Sl PowerPoint © H&fYd =8 21

(f)  We can have 254 characters’ long name for folders and files.

B Wioed 3N WEed & 0 254 HiFed o1 aal 919 @ Fehd 8 |

(g9 HTTP is a web server.
HTTP U a9 HaX 3

3. Answer the following questions in a few words only : 1x7=7
Ffciad Tt o I had FB el | 3
(@) What is Slide Show in PowerPoint?

PowerPoint § &AT3€ I T 27

(b) Name any two menu options available in MS-Word.

MS-Word # 3uctsyl fohegl qt 7 R4 & A g |

608/VOC/952 4



(c) What is the function in MS-Excel?
MS-Excel # function 1 87

(d) What is Application Software? Write few examples.
UTETohe AT 1 27 TS a0 ot |

(e) What is the purpose of Wallpaper in Windows—-98?
Windows—98 ¥ afaiut o1 323F T 87

(f) Write any two examples of country-specific domain name.

2g-fafyre <ma 9@ & = 2 I fad |

(g9 Write the shortcut key for the following in MS-Excel :
MS-Excel # ffaifiad o fore miidee &t (i) ford -
(i) Top of Worksheet (cell Al)
kI &% W (Tt Al)
(i) Edit Active Cell
ufFea 4 ufee #
4. Answer the following in 2-3 sentences only : 2x4=8
frfafiad w3l & I %o 2-3 TR A 3
(a) Write a short note on Network Neighborhood in Windows-98.

Windows-98 T "eash HeRge W e fewufi ford |

(b) Write any two features of E-mail.
-9 % s ot gt heR fow |

(c) Explain any two options available on Chart formatting toolbar.

T HIHIT ZAAR W 3Ty fohrgl & foehedl shi AT i |
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(d) Following spread sheet data shows the sales of an electronic shop with
other details :

A B C D E
1. |Name of the Item Amount VAT Total
2. |[LED TV 300000
3. |Microwave 20000
4. |Dish Washer 10000
S. |Air Conditioner 45000

Based on the above data, write the formulae to calculate the following :
(i) Vat (i.e. Value-added tax) which is 10% of the amount

(i) Total which is the amount plus Vat

frefefad Sig e a1 u goeite g i fosht 9 s foamor qoifar 2

A B C D E
1. |72 @1 9m afr ECe F
2. |[LED TV 300000
3. |Microwave 20000
4. |Dish Washer 10000
S. |Air Conditioner 45000

I9YTh 1 o UR W, F il TET F o B o7d
(i) ¥ (I gea-vafda @) S Al # 10% T
(i) T (Total), St TRT H o Sed R o
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5. Differentiate between the following : 2x3=6
Frfeiad & s= T T8 =

(a) Control Unit and Arithmetic Unit
et gfte 3R st gfve

(b) Speaker’s Notes and Outline View
e Ted 3R SAREeaArs o

(c) Telnet and WWW
A I WWW

6. (a) Ms. Khanna is working as an executive in an organization and she drafted
6 pages’ document. Now she wants to do the following. So help her by
giving steps to do so : 2

Poft W1 T T § FEEE (executive) % €9 H wW H Tl 2 3N I\ TH 6 U
1 SIRIHS AT 2| 319 a8 e S e et 81 AT UH B % fTw = (steps)
TR ITH! HES A

(i) To use change case option
< Y ATE IS AT
(i) To print the document
TEares giwa () s
(b) Write the three basic steps to create the Mail Merge. 2
T Al 9 o foe o gt =vor (steps) o |

* ok ok
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