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BASIC COMPUTER APPLICATIONS

Duration : 3 /Max. Marks : 50

/Min. Pass Marks : 20

Instructions :

1. The Question Paper is divided in five Units. Each unit carries an internal

choice.

2. Attempt one question from each Unit. Thus attempt five questions in all.

3. All questions carry equal marks.

4. Assume suitable data wherever necessary.

5. English version should be deemed to be correct in case of any anomaly in

translation.

6. Candidate should write his/her Roll Number at the prescribed space on the

question paper.

Roll No. ...................................
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I/Unit I)

1.

(a)

(b)

Explain the following :

(a) Creating User Accounts

(b) Fonts in Control Panel.

( /Or)

2.

Explain in brief any four submenus/tools of Accessories in Windows.

II/Unit II)

3. (a)

Explain the steps to insert Watermark in a document in MS-word.

(b)

Explain Bullets in MS-Word.

( /Or)

4.

(a)

(b)
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Explain how will you perform the following operations in MS-Word :

(a) Spell Checking

(b) Word Count.

III/Unit III)

5.

Explain Pie Chart and Radar Chart in MS-Excel with diagram and

example.

( /Or)

6. (a)

Explain Handout Printing in MS-PowerPoint.

(b)

Explain Paste Special in MS-Excel.

IV/Unit IV)

7. (a)

Write a short note on Search Engine.

(b)

Write a short note on Video Conferencing.

( /Or)

8.

Explain in detail advantages and threats in Internet Communication.
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V/Unit V)

9.

Discuss in detail the use of Layers and Filters in Adobe PhotoShop.

( /Or)

10.

Discuss any five Selection Tools available in Adobe PhotoShop.
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