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CERTIFICATE COURSE IN COMPUTER DATA ENTRY OPERATOR

[´Éä³ý ----3 iÉÉºÉ]

(BEÚòhÉ MÉÖhÉ----100)

B¨É. BºÉ. ´ÉbÇ÷ +ìhb÷ <Æ]õ®úxÉä]õ (|ÉÉiªÉÊIÉEò--2)

MÉÖhÉ

601. B¨É. BºÉ. ´ÉbÇ÷̈ ÉvªÉä “ EòÉì̈ {ªÉÖ]õ®ú +Éì{É®äú]õ®ú ” ªÉÉ VÉÉMÉäEòÊ®úiÉÉ +VÉÇ ]õÉ<Ç{É Eò®úÉ ´É JÉÉ±ÉÒ±É
ºÉÚSÉxÉÉ {ÉÉ³ýÉ :---

(+) {ÉÊ½þ±ªÉÉ +Éä³ýÒ±ÉÉ 1 indent tÉ.

(¤É) {Éì®äúOÉÉ¡ò±ÉÉ Justify Alignment tÉ.

(Eò) “ Operator ” ½þÉ ¶É¤nù ¶ÉÉävÉÚxÉ iªÉÉ±ÉÉ “ Programmer ” xÉä ¤Énù±ÉÉ.

(b÷) +VÉÉÇ±ÉÉ ½äþb÷®ú ¨½þhÉÚxÉ +ìÎ{±ÉEäò¶ÉxÉ ±Éä]õ®ú +ºÉä xÉ¨ÉÚnù Eò®úÉ.

(<) ªÉÉäMªÉ iÉä BxC±ÉÉäVÉ®ú ºÉ¨ÉÉÊ´É¹]õ Eò®úÉ.

2. VÉÒ-¨Éä±É´É®ú iÉÖ̈ ÉSÉä xÉ´ÉÒxÉ +EòÉ>Æð]õ EòÉføÉ ´É <Ç-¨Éä±É {ÉÉ`öÊ´ÉhÉä ´É º´ÉÒEòÉ®úhªÉÉSÉÒ |ÉÊGòªÉÉ
º{É¹]õ Eò®úÉ.

3. iÉÉåb÷Ò {É®úÒIÉÉ.

4. ]õ¨ÉÇ ´ÉEÇò.
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(ENGLISH)

[TIME ALLOWED — 3 HOURS]

(MARKS — 100)

MS-WORD AND INTERNET (PRACTICAL–II)

Marks

1. Type an Application letter, for the post of “ Computer Operator ”,
in MS-Word and do the following :—

(a) Set the first line indent as 1.

(b) Justify the paragraph.

(c) Find the word “ Operator ” and replace it with “ Programmer ”.

(d) Insert the header as “ Application Letter ”.

(e) Include suitable enclosers.

2. Create your own account on Gmail and Write the process of sending
and receiving E-mail.

3. Oral.

4. Term Work.
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