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COMPUTER FUNDAMENTALS AND MS-OFFICE
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Time : 3 Hours Max. Marks : 50

SECTION A 10x2=20
Note :— () Answer ALL the questions. '

@) Each question carries TWO marks.

1. Convert (43),, into ( ),
2. Expand RAM, ROM, PROM and EEPROM.
3. Define an operating system.
4. What is GUI ?
5. What is the difference between Copy and Move ?
6. What is word count ?
7. What is a Ribbon ?
8. What is a Formula ?
9. What is a Macro ?
10. What is PowerPoint presentation ?

SECTION B 5x6=30
Note :— (i) Answer ANY FIVE questions.

(#1)  Each question carries SIX marks.

11. Draw the block diagram of digital computer and explain each unit neatly.
12. Write about six internal commands in MS-Word.
13.  Write the stepwise procedure to create, edit and save a document in word.
14. Write about formatting the paragraph.
15.  Write about mail merge.
16. Write and explain any five statistical functions.
17. Write about charts in MS-Excel.
18.  Write the steps to create, save and preview a presentation.
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