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Computer Fundamental and
Office Automation
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Note : Answer all questions. All questions carry equal
marks.
THTE / Unit-I

1. ®gR &I fafired & gwar w1 ¥HsmwE|

Explain the characteristics and capabilities of
computer.
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(2)
FE & Iy TRl H SEEEC)

Explain the different types of computer.

Zh1S / Unit-I1
2. IARfen fem = §2 Afen foew &
fafy= 9ol w1 THSET

What is Operating System ? Explain the
different types of operating system.
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frfafea 1 9uET
(a) 9

(b) TEAhRYH HFERR

Explain the following :
(a) BIOS
(b) Application software

THT8 / Unit-111
3. fafy=r ¥R % DOS fidel = HHHART|
Explain the different types of DOS commands.
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Explain the different features of Windows
Operating System.

THT8 / Unit-IV
4. TeAfafEa o THemEy
(a) HA HS
(b) =TS IR
Explain the following :
(a) Mail Merge
(b) Changing Margin

37947 / OR
TR @ H RS THHIE Td WIEsS
SIS &l THEAET :

Explain slide animation and slide transition in
PowerPoint.

THE / Unit-V
5. THo WHo THA H =1 3iR UTH ! THAEY |
Explain chart and graph in MS Excel.
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(a) THo THo TS H TheRM TH el

() THo THo THWA H TREH fheX
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Explain the following :
(a) Function and formula in MS Excel
(b) Database filter in MS Excel
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