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COMPUTER AND OFFICE APPLICATIONS
(631)

Time : 2 Hours | [ Maximum Marks

Note :

1 Write True or False for the following statements in your answer

- 40

All questions are compulsory and carry marks as indicated against each

question.

book :

(a)
(b)
(c)

(d)
(e)
ey

(2

(h)

)
(k)

(D

Scanner is an input device.
Folders help to organize files on a computer.

Landline Modems are connected to Public Switch Telephone Network
(PSTN).

Arithmetic and Logic unit is a part of Control unit.
Queries are used to add data from tables in MS-Access.

A Gateway can translate information between different network data

formats and network architecture(s).

Uploading is a process of extracting information from server to local

computer.

One of the limitations of Internet is theft of personal information.
The command Alt+P is used to print a document.

Bold, Italics and Underline are examples of Font style.

To unhide the column, Right click on the selected column and then select

unhide from the pop up menu.

Slide show view is used to preview the presentation before making the

final presentation.

%XI2=6
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2 Fill in the blank and write your answers in your answer-book : %XIZ =6

(a) The two types of printers are impact and

(b) software is used for preventing virus attacks in computers.

(c) In Windows, the deleted files can be restored from

(d) The full form of ROM is

(¢) In conferencing, people can see and hear each other.

(f) Wide Area covers wide geographic area i.e. from offices

to countries.

(g) The most important feature of computer networking is

sharing.

(h) Landline modems are those which to the Public Switched
Telephone Network (PSTN).

(1) To clear the contents of the cell in a worksheet, select the cell and press

key.

() You can create Reports in MS-Access using Report

(k) Header is the text that is added to the margin of every
page.

(I) Hiding a particular slide, will not display it during the

show.

3 Define the following briefly : 1x4=4
(a) Operating System
(b) Protocol
(c) TELNET

(d) Copying formula
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4  Write short notes on any three of the following :

(a)
(b)
(c)
(d)
(e)
(f)

Computer Memory

Benefits of computer networks
Advantages of Internet

Web hosting

Mailmerge

Autosum function

5  Differentiate between the following :

(a)

Computer and Interpreter

(b) Normal view and slide sorter view in a presentation.

6  Answer the following questions :

(a)
(b)
(c)
(d)

(e)

Discuss briefly the benefits of Computer Networks.

Discuss any four types of internet connections.

Write steps for copying and moving text in a document.

What will be the result of following formulas in MS-Excel ?

If Al =2, Bl =3, Cl =4, DI =5 then
(i) = SUM (Bl : CI)

(i) = Al * Bl - Cl + DI

(iii) = (A1 * B1) + C1)/ D1

(iv) = (Al /Bl)

Discuss any four components of a website.

7  Answer the following questions :

(a)

(b)

2x3=6

1x2=2

2x5=10

3Ix2=6

Define E-mail. What are the requirements of using an E-mail ? Discuss

any four advantages of an E-mail.

What are different ways of inserting text, editing text and formatting text

in a presentation ? Discuss any six.
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