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MAHARASHTRA STATE BOARD OF VOCATIONAL EDUCATION EXAMINATIONS, MUMBAI
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CERTIFICATE COURSE IN COMPUTERIZED ACCOUNTING
AND OFFICE AUTOMATION
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(ENGLISH)
[ TiME ALLOWED — 3 HOURs |
(Marks — 100)
ACCOUNTING AND OFFICE AUTOMATION (THEORY-I)

Marks
1. (a) Fill in the blanks (any five) :— 5

(@) e, is output device.
(it) Foxpro is example of .................. .
(iii) Ms-Word file extention is .........cccceuueeeene .
(iv) Powerpoint shows ...........ccceeeeeee. .
(v) Scanneris...................... .
(WD) TPiS ovvviiieieeeeis bit.

(b) State true or false (any five) :— 5
(i) Format is external command.
(it) Tally used for maintain payroll of employees.
(i11) Ms-Office is system software.
(iv) Ms-Windows support to CUI.
(v) Super computer is fast computer.
(vi) Keyboard has 104 key.

(c) State long forms (any five) :— 5
() VDU (ti) PC-XT
(zi1) DBMS @v) IP
(v) ISP (vi) WWW.

(d) Match the following pairs (any five) :— 5

‘A’ Group ‘B’ Group
(i) RAM (a) Diskcomp
(z1) HDD (b) Md
(zit) Foxpro (¢) SELECT
(tv) SQL Command (d) Primary Memory
(v) Internal Command (e) DBMS
(vi) External Command (f) Secondary Memory.
2. Attempt any two of the following questions :(— 16

(a) Explain Digital Computer in detail.
(b) Difference—DBMS and RDBMS.
(c) Write features of Ms-Word.

(d) Write features of Ms-Excel.
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two of the following questions :— 16
(a) Explain cash book in detail.
(b) Explain types of formatting in Excel.
(¢) What is operating system ? Write operating system features.
(d) Explain block diagram of computer.
Give brief answers (any two) :— 16
(a¢) Explain—Internet and ISP.
(b) Explain secondary storage devices.
(¢c) Explain Difference—Compiler and Interpreter.
(d) Explain any 8 shortcut key for Ms-Word.
Write short notes (any four) :— 16
(a¢) Personality Development
(b) Types of account
(¢) Windows-98
(d) Browser
(e) Foxpro.
Attempt any two of the following questions :(— 16
(a¢) Explain—Telnet, Webpage, WWW, IP.
(b) Explain data types. How to add and view database in foxpro ?
(¢) Explain—Inventory, Stock Control, Cost Accounting.
(d) How to customize window ? Explain in detail.




