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General Instructions :

1.

2.

Candidate must write his/her Roll Number on the first page of the Question
Paper.

Please check the Question Paper to verify that the total pages and total
number of questions contained in the question paper are the same as those
printed on the top of the first page. Also check to see that the questions are in
sequential order.

For the objective type of questions, you have to choose any one of the four
alternatives given in the question, i.e., (A), (B), (C) or (D) and indicate your
correct answer in the answer-book given to you.

Making any identification mark in the answer-book or writing Roll Number
anywhere other than the specified places will lead to disqualification of the
candidate.

Answers for all questions, including matching, true or false, fill in the blanks,
etc., are to be given in the answer-book only.

Write your Question Paper Code No. 64/ACV/O, Set @ on the answer-book.
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CERTIFICATE IN BASIC COMPUTING
sferes wrgfen o yaTOTIH
(608)

Time allowed : 2 Hours/ [Maximum Marks : 40
FERa a7 : 2 g | [ 3TfeIFaT 37 : 40

Note : All the questions are compulsory and carry marks as indicated against each

question.

[39r: @t o7 IAETH & 37T I % J97 & 37 3G TGHT 2T T F

1. Fill in the blanks : Ix8=8
T Tl <t qfd i
(a) divides the whole data into small packets.
TR I I BIC Yohel H fITTiAd hiam 2 |
(b) An IP address consists of sets of numbers that are
separated by dots.
Tk IP 9d H TEA < THE BId & 9 Sicd gRI T
fopu Sma 2 1
(c) The built-in formulas are called
Jrafited g HEA 7 |
(d)  MS Excel 2003 is a Windows-based package.
MS Excel 2003 T fagia-amamia Uoht 3 |
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(e) MICR encoded cheques can be read and sorted out with a speed of

per minute.

MICR T=hISE = gfd fire & 7ifd @ ug 1 T & 3R
A G AT ST Hehd B |
® acts as an interface between hardware and

application software.

BT 3T ST HIF? o &= Teh STATHeh b &9
el LT R |

(g) feature improves the detection of device driver in

Windows 95.

o faeis 95 # feamsy gRat &1 ad @+ &l g™
w3 |

(h) are individual shields of a presentation.

T TEqfd & afthrd <t § |

2. State true or false for the following statements. Write your answer in the

answer-book : Ix7=7

frefefiad edi o Tl @7 A 7o7a Samsy, | IA-gfedent H 319 I faiflaw -

(a)  Infoseek is an example of search engine.

TR G Sl 1 Teh 3¢T80T 2 |

(b) The client computer acts as dumb terminal connected to the

remote host.
FATEE HFYL Y B § g o9 A o ¥4 § 1l 1 2 |
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(c) Cable connection speed is up to 10 times faster than ISP dial up

account.

TS TH. M. A 3T b3 hl T H heldl g i Td 10 THT
o B B

(d) Computer cannot be used in entertainment industry.
TS JET | TR T IWANT el foham ST dehell 7 |
(e) The term Legend is related to MS Word.
‘TNIE’ TeG TH.UH. 9 | HE(Ud 7 |

(f) “Print what” option can also print note pages.

“Forr fSe 7 faehed e geat i oft file & wepat 7 |

(g)  Incell address Al, A is column and 1 is row.

A Id A1H, AT g 3 1 9fe 3 |
3. Answer the following questions in a few words : Ix7=7
freafefaa oAt o S 9 we § G
(a)  What are handouts ?
BSITTH F1 3 ?

(b)  What is the advantage of autocorrect feature ?

Taq: GUR AT 1 w1 v 7 2

(e) What is FTP ?

LA R R

(d)  Write any two functions of computers.
HIRI o HIs gl B [IRAT |

(e)  What is the purpose of minimise button ?
=Aad (TS ) SIe &1 3639 1 3 2
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(f) What is the purpose of ‘legends’ ?

‘TS’ T I AT B ?

(g)  Write the shortcut key for the following in MS Excel :
MS Excel ¥ ffeifiga @ fore siidere it fafe -

6)) To replace

EHSERCR LY
(ii))  Current date
3N hl ARG
4, Answer the following questions in 2 to 3 sentences only : 2x4=8

fatafad yeat o I shaw & a1 i IR | fafge

(a) What is DoubleClick ?
DoubleClick T & ?

(b)  What is the advantage of keyboard shortcuts ?
HIFIE TTdehe T FIT AN 7 ?

(c) What is the purpose of bullets and numbering ?

IoieH 3R TR 1 3T HT R 2

(d) If A1=1,B1=2,C1= 3 and D1 =4, then write down the steps to

calculate the value of the following expressions :

Ife A1=1, B1=2, C1= 3 3R D1=4, @ F=fafad =i & 7o
Y VAT R o T =on wml fafau

(1) =A1+B1<C1*3

(i) =D1+A1-B172*3-C1
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5. Differentiate between the following : 2x3=6

fefafaa & e o7a = hifvu

(a) Outlines and Handouts

TG (A3TATE) R FeA13L

(b)  AutoCorrect and Auto spell check
@d: UR R T&a: aa-! A

(c) Alignment tab and Font tab
W@ ¢ R Wi T

6. The following text is provided to you. Write the steps to perform the

desired tasks given after the text :

fafafigd ute 3TdeR! YeM fomam SitaT B | 98 % s feu 1 aifed il okl
w4 & fog =won 6 fofge
Objectives of MIS :

Data Capturing : MIS captures data from various internal and external

sources of organization. Data capturing may be manual or through
computer terminals.

Processing of Data : The captured data is processed to convert into
required information. Processing of data is done by such activities as
calculating, sorting, classifying, and summarizing.

Storage of Information : MIS stores the processed or unprocessed data for
future use. If any information is not immediately required, it is saved as
an organization record, for later use.

Retrieval of Information : MIS retrieves information from its stores as
and when required by various users.

Dissemination of Information : Information, which is a finished product
of MIS, is disseminated to the users in the organization. It is periodic or
online through computer terminal.
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MIS % 339 :

T ST ¢ MIS TS & fafie etrafies X el aidt & g1 ook LT 2 |
21 HTART YA AT HERI AT b A1 | B Tehell 7 |

21 <hl TETET ; =R fhu U 227 1 I IS | g & T T8d
fopan STar 2 | UM, Bers, fiehtun, TR WIS o ®9 § UM TidfaftR grr 8en
ST JEEHT fohaT STt 8 |

A1 1 TRV : MIS Hfasd § 3I9Am % faw @@ an sty Se ol
TE AT 7 | A7 I AFHRT hl G AETIRAl Tal &, d1 39 o1¢ H ITIM
& U gireq fnie & &9 4 g&a J1a1 2 |

AT 61 A MIS fafra Swimmendteti gra sia oft stawere &1, 3 R A

SRR ITed HdT 2 |

A1 BT TER : AT, ST MIS H1 IR 391G 8, @64 § STANRhaisl ol
TG <l STt 2 | I8 3TafYeh a1 hreped 2fiat o HIea| 8 3ers 2 |

Tasks :
Eqp]

(a)  Changing case of the text
AT FE ATE g T (1S T HE qgHT)

(b)  Saving the document

TEATS Hasl
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