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 +Éì¡òÒºÉ +Éì]õÉä̈ Éä¶ÉxÉ +ìhb÷ EòÉì̈ {ªÉÖ]õ®ú +ìÎ{±ÉEäò¶ÉxºÉ (ÊlÉ+®úÒ-3)

1. (+) Ê®úEòÉ¨ªÉÉ VÉÉMÉÉ ¦É®úÉ (EòÉähÉiªÉÉ½þÒ {ÉÉSÉ) :---

(1)ú Spread Sheet ¨ÉvÉÒ±É |ÉiªÉäEòõ box ±ÉÉ............. +ºÉä ¨½þhÉiÉÉiÉ.

(2) MS-Word ¨ÉvªÉä spelling correct  Eò®úhÉäEòÊ®úiÉÉ............. SÉÉ ´ÉÉ{É®ú

Eò®úiÉÉiÉ.

(3) Document Ë|É]õ Eò®úhÉäEòÊ®úiÉÉ þ................. .

(4) Text ¨ÉvÉÒ±É EòÉì±É¨É þ................. align +ºÉiÉÉiÉ.

(5) þ............. ½äþ word document SÉääþ default ¡òÉ<±É BCº]åõ¶ÉxÉ +É½äþ.

(6) Tally ¨ÉvÉÒ±É ............. ½ä þ select company SÉää þ shortcut key

+É½äþ.

(¤É÷) SÉÚEò ËEò´ÉÉ ¤É®úÉä¤É®ú iÉä Ê±É½þÉ (EòÉähÉiÉä½þÒ {ÉÉSÉ) :---

(1) HLL ½äþ Computer ±ÉÉ ºÉ½þVÉ ºÉ¨ÉVÉiÉä.

(2) Êb÷´ÉÉ<ºÉ bÅ÷É<´É®ú ½äþ Application ºÉÉì}]õ´Éä+®ú +É½äþ.

(3) |ÉiªÉäEò Computer ±ÉÉ +Éì{É®äúË]õMÉ ÊºÉÎº]õ¨É +ºÉiÉä.

(4) Computer ±ÉÉ Restart Eò®úhÉäEòÊ®úiÉÉ Ctrl + Shift + Del key SÉÉ

´ÉÉ{É®ú ½þÉäiÉÉä.

(5) Monitor ½äþ <xÉ{ÉÚ]õ Êb÷´½þÉ<ºÉ +É½äþ.

(6) TCP/IP ½ä |ÉÉä]õÉäEòÉì±ÉSÉä |ÉEòÉ®ú +É½äþ.

(Eò) Ê´ÉºiÉÉÊ®úiÉ ¯û{Éä Ê±É½þÉ (EòÉähÉiÉä½þÒ {ÉÉSÉ) :---

(1) USB (2) ROM (3) DOS

(4) WWW (5) HTTP (6) ASCII.

(b÷) ªÉÉäMªÉ VÉÉäb÷¬É VÉÖ³ý´ÉÉ :---

‘ + ’ MÉ]õ ‘ ¤É ’ MÉ]õ

(1) 1 Bit (+) Eò®ú{]õ ¡òÉ<±É ´É bä÷]õÉ

(2) Ctrl + A (¤É) 8 ¤ÉÉ<Ç]õ

(3) ¨ÉÉìÊxÉ]õ®ú (Eò) Control Processing Unit

(4) CPU (b÷) +É>ð]õ{ÉÚ]õ Êb÷́ ÉÉ<ºÉ

(5) ´ÉÉªÉ®úºÉ (<÷) ÊºÉ±ÉäC]õ +Éì±É.
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2. JÉÉ±ÉÒ±É{ÉèEòÒ EòÉähÉiÉä½þÒ nùÉäxÉ |É¶xÉ ºÉÉäb÷´ÉÉ :---

(+) ´ÉbÇ÷ document ¨ÉvÉÒ±É water ¨ÉÉEÇò¤Éqù±É ¨ÉÉÊ½þiÉÒ Ê±É½þÉ.

(¤É) Excel ¨ÉvÉÒ±É Basic Math Function EòÉªÉ +É½äþ ?

(Eò) Accounting +ÉÊhÉ Business Transaction ú SÉÒ ¨ÉÉÊ½þiÉÒ Ê±É½þÉ.

(b÷) Journals SÉä Ê´ÉÊ´ÉvÉ |ÉEòÉ®ú º{É¹]õ Eò®úÉ.

3. JÉÉ±ÉÒ±É{ÉèEòÒ EòÉähÉiÉä½þÒ nùÉäxÉ |É¶xÉ ºÉÉäb÷´ÉÉ :---

(+) MS-Word ¨ÉvÉÒ±É A table of contents EòºÉ ä create Eò®úÉªÉSÉ ä ?

(¤É) Excel SÉä Application Ê±É½þÉ.

(Eò) Talley ¨ÉvÉÒ±É Account SÉä |ÉEòÉ®ú Ê±É½þÉ.

(b÷) Ledgers SÉä |ÉEòÉ®ú Ê±É½þÉ.

4. JÉÉ±ÉÒ±É{ÉèEòÒ EòÉähÉiªÉÉ½þÒ nùÉäxÉ |É¶xÉÉÆSÉÒ lÉÉäb÷CªÉÉiÉ =kÉ®äú Ê±É½þÉ :---

(+) Spelling +ÉÊhÉ Grammer Checking SÉÒ ¨ÉÉÊ½þiÉÒ Ê±É½þÉ.

(¤É) Power point presentation Eò®úhÉäEòÊ®úiÉÉ Steps Ê±É½þÉ.

(Eò÷) Tally ¨ÉvÉÒ±É Ledger create ú Eò®úhÉäEòÊ®úiÉÉ Steps Ê±É½þÉ.

(b÷) Power point SÉä Advantages Ê±É½þÉ.

5. ºÉÆÊIÉ{iÉ =kÉ®äú Ê±É½þÉ (EòÉähÉiÉä½þÒ SÉÉ®ú) :---

(+) MS-Excel ¨ÉvÉÒ±É Charts ¨½þhÉVÉä EòÉªÉ ?

(¤É) Word ¨ÉvªÉä Foot note ´É End note EòºÉä Add Eò®úiÉÉiÉ ?

(Eò) HTML ¨ÉvªÉä ÊEòiÉÒ  Heading Levels +É½äþiÉ ?

(b÷) Microsoft  {ÉÉ´É®ú {ÉÉ<È]õ EòºÉä ºÉÖ°ü Eò®úiÉÉiÉ ?

(<÷) Tally ¨ÉvªÉä Debit ´É Credit ¨½þhÉVÉä EòÉªÉ ?

6. JÉÉ±ÉÒ±É{ÉèEòÒ EòÉähÉiÉä½þÒ nùÉäxÉ |É¶xÉÉÆSÉÒ =kÉ®äú Ê±É½þÉ :---

(+) Pagemaker  ¨ÉvÉÒ±É nùÉäxÉ Tool SÉÒ ¨ÉÉÊ½þiÉÒ Ê±É½þÉ.

(¤É) Word ¨ÉvªÉä {ÉÊ½þ±ªÉÉÆnùÉ ¡òÉ<±É EòºÉä ºÉä́ É Eò®úiÉÉiÉ iÉä Ê±É½þÉ.

(Eò) Eò]õ, EòÉì{ÉÒ, {Éäº]õ ¨½þhÉVÉä EòÉªÉ ?

(b÷)  Pagemaker ¨ÉvÉÒ±É File menu ¨ÉvÉÒ±É Content º{É¹]õ Eò®úÉ.
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(ENGLISH)

[ TIME ALLOWED—3 HOURS ]

(MARKS—100)
OFFICE AUTOMATION AND COMPUTER APPLICATIONS (THEORY-III)

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

(i) Each box in a spreadsheet is called  ......................... .

(ii) To correct the spelling in MS-Word we use ...................... .

(iii) To print a document ..................... .

(iv) Text in a column is generally aligned ...................... .

(v) ........................... is a default file extension for all word
documents.

(vi) The Shortcut Key use to select company in tally is ............... .

(b) State true or false (any five) :—

(i) HLL is easily understood by Computers.

(ii) Device Driver is an application software.

(iii) Every Computer has an operating system.

(iv) To Restart computer Ctrl + Shift + Del key is used.

(v) Monitor is an input device.

(vi) TCP/IP is the type of protocol.

(c) State long forms (any five) :—

(i) USB (ii) ROM (iii) DOS

(iv) WWW (v) HTTP (vi) ASCII.

(d) Match the following pairs :—

‘A’ Group ‘B’ Group

(i) 1 BIT (a) Corrupts file and data

(ii) Ctrl + A (b) 8 bytes

(iii) Moniter (c) Central processing unit

(iv) CPU (d) Output device

(v) Virus (e) Select all.

2. Attempt any two of the following :—

(a) What is water mark in word document ?

(b) What is the basic Math Function in Excel ?

(c) Write down notes on Accounting and Business transaction.

(d) What are Different types of journals ?
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3. Attempt any two of the following :—

(a) How to create a table of contents in Ms–Word ?

(b) What are the application of Excel ?

(c) What are types of Account in Tally ?

(d) What are Types of Ledgers ?

4. Answer in Brief (any two) :––

(a) Spelling and Grammer Checking of word document.

(b) Write down the steps to create a power point presentation.

(c) Write down the steps to create ledgers in tally.

(d) What are the advantages of Power point ?

5. Write short notes on the any four of the following :—

(a)  What are charts in MS-Excel ?

(b) How to add foot note and end note in word ?

(c) How many HTML heading levels are there ?

(d)  How to start Microsoft Power Point ?

(e) What is Debit and Credit in Tally ?

6. Attempt any two of the following :––

(a) Explain any two tools of Pagemaker.

(b) How to saving a file for the first time in Word ?

(c) What is Cut, Copy, Paste in Word ?

(d) Explain the content of file menu in pagemaker.

16

CON 3

16

16


