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COMPUTER FUNDAMENTALS AND MS-OFFICE
Paper1
(English Version)
Time : 3 Hours Max. Marks : 50
SECTION A 10x2=20

Note :— () Answer ALL questions.
()  Each question carries TWO marks.

What is computer ?
Write any two Internal Commands in DOS ?
What are the text alignments in MS-Word ?
What is spellcheck in MS-Word ?

 How can we save and close the Document are there in MS-Word ?
What is an Address in Excel ? _
How many rows and columns are there in Excel ?
What is Slide ?
What is table in MS-Access ?
What is DBMS ?
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SECTION B 5x6=30

Note :— (i) Answer ANY FIVE questions.

() Each question carries SIX marks.
11.  Explain the functions of computer block diagram with neat sketch.
12. Write about control panel.
13. What are the Editing commands in Word ?
14. Explain Mail merge procedure in Word.
15. Explain different charts in Excel.
16. Write and explain any six functions in Excel.
17.  What are the important five steps to create a presentation ?
18. Create a.table and write suitable commands in MS-Access.
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(Telugu Version)
Time : 3 Hours Max. Marks : 50
SECTION-A 10x2=20
Sreddoi— () o) SHoH SarrSsves (FFaha.
(i) (58 | SHB Tod Sroibyen.
Yofrged el J?
D3 Botkh Internal commands DOS 6*° |sra%08.
MS-Word 6* e text alignments Hn&? _
MS-Word &*® spellcheck s S0?
MS-Word 6® Document 2 &ore save 805 close B 6?
Excel address ©&me S0?
Excel §* o) rows sb8cs columns &es)?
Slide e S?
9. MS Access table &3S 3?
10. DBMS s S0?
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SECTION-B 6x6=30

eSS — (1) 80 0 (FHold Ssreedsver |FPaa.

) |88 SHK e Sriyen.
11.  Computer Block Diagram 82, errro s 560508 (DHeH).
12.  Control Panel &8y grcHod.
13. MS-Word §*° Editing commands |grc$08.
14. MS-Word ¢* Mail-Merge & 2580508,
15. Excel §* 22& 8o charts & 580508,
16. Excel 6° 23~ six functions  d580S08.
17.  Presentation SairhBabars8 Sopgdh 5 steps & |S=a%o8.
18.  MS-Access 6° table $ae i3 avoes sSedS suitable commands (g» 08,
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