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Emp No., Name of Employee, Basic Pay, D.A., P.F. and
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1) Rom is a non volatile memory.
) The capacity of a 3.5" 2D 2S floppy is 1.44 MB

3) 1 MB = 1048576 B.

1) Dos is the only operating system.

g

(1)
(?)
(3)
(¥) Booting a computer means starting a program.
(u)
(g) Printer is purely an output device.

(9)

9) DIR command does not have additional options.
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ENGLISH VERSION

1  Answer the following :

(1) Explain different parts of a computer.
(2) Explain the opening screen of WINDOWS.

OR

1  Answer the following :

(@) Write short notes on menu, toolbar and ICONS.
(b) Explain the wild cards with examples.

2  Answer the following :

(a) Explain the benefits of WORD over manual TYPEWRITER.
(b) Explain FIND and REPLACE options in WORD.

OR

2  Answer the following :

(a) Explain the Mail Merge facility of WORD.
(b) Explain different options of VIEW menu.

3 Explain the following :

(a) Table menu of WORD.
(b) Column and Tabs options of FORMAT menu of WORD.

OR

3 Explain the following.
(@) FORMAT menu of WORD.
(b) CLIPART and WORDART in WORD.

4 Describe the following.
(a) Various options of FILL COMMAND used in EXCEL.
(b) Graphics utility of EXCEL.
OR

4 Describe the following.
(a) Steps to create a worksheet which shows :

Emp. No., Name of Employee, Basic Pay, D.A., P.F. and
Net Pay.

D.A., P.F, Net Pay are calculated as follows :
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(b)

D.A. = 50% of basic pay
P.F. = 10% of basic pay
Net Pay = Basic Pay + D.A.—P.F.

The various ways of addressing a cell in an expression.

5 Answer any two of the following :

(@)
(b)

(©)
(d)
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Write short notes on mouse clicks and mouse pointers.

Write short notes on Font and Paragraph sub menus of
WORD.

Explain various FILTER options of EXCEL.
State whether TRUE or FALSE :

(1) Rom is a non volatile memory.

(2) The capacity of a 3.5" 2D2S floppy is 1.44 MB
(3) 1 MB = 1048576 B.

(4) Booting a computer means starting a program.
(5) DOS is the only operating system.

(6) Printer is purely an output device.

(7) DIR command does not have additional options.
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