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This Question Paper consists of 6 questions and 8 printed pages.  
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CERTIFICATE IN BASIC COMPUTING 
~o{gH$ H$åß`yqQ>J _| à_mUnÌ 

(608) 
Day and Date of Examination _______________________________________________ 

(narjm H$m {XZ d {XZm§H$) 

Signature of Invigilators 1. ______________________________________________ 

({ZarjH$m| Ho$ hñVmja) 

                                                  2. ______________________________________________ 

 

General Instructions : 

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

Paper. 

2. 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. 

3. 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. 

4. 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.  

5. Answers for all questions, including matching, true or false, fill in the blanks, 

etc., are to be given in the answer-book only.  

6. Write your Question Paper Code No. 64/ACV/O, Set  A  on the answer-book.  

64/ACV/O 

A 
Set - 
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gm_mÝ` AZwXoe : 

1. narjmWr© àíZ-nÌ Ho$ nhbo n¥îR> na AnZm AZwH«$_m§H$ Adí` {bI| & 

2. H¥$n`m àíZ-nÌ H$mo Om±M b| {H$ àíZ-nÌ Ho$ Hw$b n¥îR>m| VWm àíZm| H$s CVZr hr g§»`m  
h¡ {OVZr àW_ n¥îR> Ho$ g~go D$na N>nr h¡ & Bg ~mV H$s Om±M ^r H$a b| {H$ àíZ H«${_H$ ê$n _|  
h¢ & 

3. dñVw{ZîR> àíZm| Ho$ {bE AmnH$mo àíZ Ho$ (A), (B), (C) AWdm (D) Mmam| {dH$ënm| _| go H$moB© EH$ 
ghr CÎma MwZZm h¡ VWm Cgo AmnH$mo CÎma-nwpñVH$m _| {bIZm h¡ & 

4. CÎma-nwpñVH$m _| nhMmZ-{M• ~ZmZo AWdm {Z{X©îQ> ñWmZm| Ho$ A{V[aº$ H$ht ^r AZwH«$_m§H$ {bIZo 
na narjmWu H$mo A`mo½` R>ham`m OmEJm & 

5. {_bmZ H$aZm, ghr AWdm µJbV, [aº$ ñWmZ ^aZm, Am{X g{hV g^r àíZm| Ho$ CÎma, CÎma-nwpñVH$m 
_| hr {bI| & 

6. AnZr CÎma-nwpñVH$m na àíZ-nÌ H$m H$moS> Z§. 64/ACV/O, goQ  A  {bI| & 
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CERTIFICATE IN BASIC COMPUTING 

~o{gH$ H$åß`yqQ>J _| à_mUnÌ 

(608) 

Time allowed : 2 Hours]  [Maximum Marks : 40 

{ZYm©[aV g_` : 2 KÊQ>o ] [A{YH$V_ A§H$ : 40 

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

question.   

{ZX}e : g^r àíZ A{Zdm`© h¢ Am¡a àË`oH$ àíZ Ho$ A§H$ CgHo$ gm_Zo {XE JE h¢ &  

1. Fill in the blanks :   18=8 

 [aº$ ñWmZm| H$s ny{V© H$s{OE :  

(a) ____________ divides the whole data into small packets. 

 ____________ nyao S>oQ>m H$mo N>moQ>o n¡Ho$Q>m| _| {d^m{OV H$aVm h¡ & 

(b) An IP address consists of ____________ sets of numbers that are 

separated by dots. 

 EH$ IP nVo _| ____________ g§»`mAm| Ho$ g_yh hmoVo h¢ Omo S>m°Q²>g Ûmam AbJ 
{H$E OmVo h¢ & 

(c) The built-in formulas are called  ____________. 

 A§V{Z©{hV gyÌ ____________ H$hbmVo h¢ & 

(d) MS Excel 2003 is a Windows-based ____________ package. 

 MS Excel 2003 EH$ qdS>moµO-AmYm[aV ____________ n¡Ho$O h¡ & 
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(e) MICR encoded cheques can be read and sorted out with a speed of 

____________ per minute. 

 MICR EÝH$moS>oS> MoH$ ____________ à{V {_ZQ> H$s J{V go n‹T>o Om gH$Vo h¢ Am¡a 
H«$_ go bJmE Om gH$Vo h¢ & 

(f) ____________ acts as an interface between hardware and 

application software. 

 ____________ hmS>©do`a Am¡a AZwà`moJ gm°âQ>do`a Ho$ ~rM EH$ A§Va\$bH$ Ho$ ê$n 

_| H$m`© H$aVm h¡ & 

(g) ____________ feature improves the detection of device driver in 

Windows 95. 

 ____________ gw{dYm qdS>moµO 95 _| {S>dmBg Ś>mBda H$m nVm bJmZo H$mo gwJ_ 
H$aVr h¡ & 

(h) ___________ are individual shields of a presentation. 

 ____________ EH$ àñVw{V Ho$ ì`{º$JV T>mb h¢ & 

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

answer-book :  17=7 

 {ZåZ{b{IV H$WZm| Ho$ {bE ghr `m JbV ~VmBE & CÎma-nwpñVH$m _| AnZm CÎma {b{IE :  

(a) Infoseek is an example of search engine. 

 BÝ\$mogrH$ gM© B§OZ H$m EH$ CXmhaU h¡ & 

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

remote host. 

 ŠbmB§Q> H$åß`yQ>a XÿañW hmoñQ> go Ow‹S>o S>§~ Q>{_©Zb Ho$ ê$n _| H$m`© H$aVm h¡ & 
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(c) Cable connection speed is up to 10 times faster than ISP dial up 

account.  

 AmB©.Eg.nr. S>m`b An AH$mCÝQ> H$s VwbZm _| Ho$~b H$ZoŠeZ H$s J{V 10 JwZm 

VoO hmoVr h¡ & 

(d) Computer cannot be used in entertainment industry. 

 _Zmoa§OZ CÚmoJ _| H$åß`yQ>a H$m Cn`moJ Zht {H$`m Om gH$Vm h¡ & 

(e) The term Legend is related to MS Word. 

 ‘boOoÝS>’ eãX E_.Eg. dS>© go g§~§{YV h¡ & 

(f) ‘‘Print what’’ option can also print note pages. 

 ‘‘Š`m qàQ> H$a|’’ {dH$ën ZmoQ> n¥îR>m| H$mo ^r qàQ> H$a gH$Vm h¡ & 

(g) In cell address A1, A is column and 1 is row. 

 gob nVo A1 _|, A ñV§^ h¡ Am¡a 1 n§{º$ h¡ & 

3. Answer the following questions in a few words : 17=7 

 {ZåZ{b{IV àíZm| Ho$ CÎma Hw$N> eãXm| _| Xr{OE : 

(a) What are handouts ? 

 h¢S>AmCQ²>g Š`m h¢ ? 

(b) What is the advantage of autocorrect feature ? 

 ñdV: gwYma gw{dYm H$m Š`m bm^ h¡ ? 

(c) What is FTP ? 

 E\$.Q>r.nr. Š`m h¡ ? 

(d) Write any two functions of computers. 

 H$åß`yQ>a Ho$ H$moB© Xmo H$m`© {b{IE & 

(e) What is the purpose of minimise button ? 

 Ý`yZV_ ({_{Z_mBµO) ~Q>Z H$m CÔoí` Š`m h¡ ? 
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(f) What is the purpose of ‘legends’ ? 

 ‘boOoÝS>’ H$m CÔoí` Š`m h¡ ?  

(g) Write the shortcut key for the following in MS Excel : 

 MS Excel _| {ZåZ{b{IV Ho$ {bE em°Q>©H$Q> H§w$Or {b{IE : 

(i) To replace 

 ~XbZo Ho$ {bE 

(ii) Current date 

 AmO H$s VmarI 

4. Answer the following questions in 2 to 3 sentences only : 24=8 

 {ZåZ{b{IV àíZm| Ho$ CÎma Ho$db Xmo `m VrZ dmŠ`m| _| {b{IE : 

(a) What is DoubleClick ? 

 DoubleClick Š`m h¡ ? 

(b) What is the advantage of keyboard shortcuts ? 

 H$s~moS>© em°Q>©H$Q> H$m Š`m bm^ h¡ ? 

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

 ~wboQ>²g Am¡a Z§~[a¨J H$m CÔoí` Š`m h¡ ? 

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

calculate the value of the following expressions : 

 `{X A1 = 1, B1 = 2, C1 = 3 Am¡a D1 = 4, Vmo {ZåZ{b{IV ì`§OH$m| Ho$ _yë` 

H$s JUZm H$aZo Ho$ {bE MaUm| H$mo {b{IE : 

(i) = A1 + B1 < C1 * 3 

(ii) = D1 + A1 – B1 ^ 2 * 3 – C1 
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5. Differentiate between the following : 23=6 

 {ZåZ{b{IV Ho$ ~rM A§Va ñnï> H$s{OE : 

(a) Outlines and Handouts 

 ê$naoIm (AmCQ>bmBZ) Am¡a h¢S>AmCQ> 

(b) AutoCorrect and Auto spell check 

 ñdV: gwYma Am¡a ñdV: dV©Zr Om±M 

(c) Alignment tab and Font tab 

 gaoIU Q>¡~ Am¡a µ\$m°ÝQ> Q>¡~ 

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

desired tasks given after the text : 

 {ZåZ{b{IV nmR> AmnH$mo àXmZ {H$`m OmVm h¡ & nmR> Ho$ ~mX {XE JE dm§{N>V H$m`mªo H$mo 

H$aZo Ho$ {bE MaUm| H$mo {b{IE : 

 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 Ho$ CÔoí` : 

 S>oQ>m H¡$ßM[a¨J : MIS g§JR>Z Ho$ {d{^Þ Am§V[aH$ Am¡a ~mhar òmoVm| go S>oQ>m H¡$ßMa H$aVm h¡ & 

S>oQ>m H¡$ßM[a¨J _¡Ý`wAb `m H$åß`yQ>a Q>{_©Zbm| Ho$ _mÜ`_ go hmo gH$Vr h¡ & 

 S>oQ>m H$s àmogoqgJ : H¡$ßMa {H$E JE S>oQ>m H$mo Amdí`H$ OmZH$mar _| ~XbZo Ho$ {bE àmogog 

{H$`m OmVm h¡ & JUZm, N>§Q>mB©, dJuH$aU, Am¡a gmam§e Ho$ ê$n _| Eogr J{V{d{Y`m| Ûmam S>oQ>m 

H$m àg§ñH$aU {H$`m OmVm h¡ & 

 gyMZm H$m g§J«hU : MIS ^{dî` _| Cn`moJ Ho$ {bE g§gm{YV `m Aà_m{UV S>oQ>m H$mo 

g§J¥hrV H$aVm h¡ & `{X H$moB© OmZH$mar H$s Vwa§V Amdí`H$Vm Zht h¡, Vmo Bgo ~mX _| Cn`moJ 

Ho$ {bE g§JR>Z [aH$m°S>© Ho$ ê$n _| ghoOm OmVm h¡ & 

 gyMZm H$s nwZàm©{á : MIS {d{^Þ Cn`moJH$Vm©Am| Ûmam O~ ^r Amdí`H$ hmo, AnZo ñQ>moa go 

OmZH$mar àmßV H$aVm h¡ & 

 gyMZm H$m àgma : gyMZm, Omo MIS H$m V¡`ma CËnmX h¡, g§JR>Z _| Cn`moJH$Vm©Am| H$mo 

àgm[aV H$s OmVr h¡ & `h Amd{YH$ `m H$åß`yQ>a Q>{_©Zb Ho$ _mÜ`_ go Am°ZbmBZ h¡ & 

Tasks : 

H$m`© 

(a) Changing case of the text 2 

 M|qOJ Ho$g Am°\$ X Q>oŠñQ> (nmR> H$m Ho$g ~XbZm) 

(b) Saving the document 2 

 XñVmdoµO ghoO 


