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Time : 3Hrs.

Full Marks   : 70

Pass Marks : 28

Answer all 20 questions from Group A, each question 

carries 1 marks.

Answer all Four questions from Group B, each question 

carries 5  marks.

Answer all Four questions from Group C, each question 

carries 7.5  marks.

All parts of a question must be answered at one place in

sequence, otherwise they may not be evaluated.

The figure in right hand margin indicate marks.
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1. Choose the most suitable answer from the following

options :1x20=20

(iii)

(i)Business letters produce immediate effect

because they are

(a) Informal

(b) Formal 

(c) Interesting 

(d) Brief

The simplified style business letter has 

(a) A saluation

(b) A subject line 

(c) A complimentary close

(d) Indentation 

(a) .doc

(b) .xls

(c) .pdf

(d) .mdb

(ii)
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(xx)

Answer all Four Questions. 

2.

4x5 =20

5

What is business letters ? What is an indented 

style letter ? 

Define it. 

How to use formula in Excel sheet ? 

Define the e-mail management. 

OR()

3.

OR()

5
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(v)

(vi)

(vii)

(iv) How many rows are there in MS - Excel ?

(a) 65836

(b) 65536

(c) 65635

(d) None of these

In Excel, Columns are labelled as :-

(a) A, B, C etc

(b) 1, 2, 3 etc
1 2

(c) A , A

(d) None of these

How will you graphically represent 

expenditure in different departments. 

(a) Column Chart

(b) Line Chart

(c) Pie Chart

(d) Dot Chart

(a) E - Spreadsheet

(b) Worksheet 

(c) Workbook

(d) Sheet
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(xvii)

(xviii)

(xvi)

(xix)

N4082N4082



4 1626404

(xi)

(x)

(xi)

(viii)Internet is : 

(a) Dynamic system

(b) Complex system

(c) Decentralized system

(d) All of the above

E - mail address is made up of 

(a) Single parts

(b) Two parts

(c) Three parts

(d) Four parts

Which function Excel checks whether a 

condition is true or not ? 

(a) SUM

(b) COUNT

(c) IF 

(d) AVERAGE 
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(xiv)

(xiii)

(xii)

(xv)
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6.

7.5

Define the Business letter. Explain the different 

style of letters. 

Explain the all process of using E-mail. 

What are the importance features of MS-Word ?

Write the step to open MS-Word. 

OR( )

7.

OR( )

7.5
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Answer all Four Questions. Answer all Four Questions. 
4x7.5=30 4x7.5=30

6.

7.5

Define the Business letter. Explain the different 

style of letters. 

Explain the all process of using E-mail. 

What are the importance features of MS-Word ?

Write the step to open MS-Word. 

OR( )

7.

OR( )

7.5
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8.

OR()

9.

OR()

7.5

7.5

8.

OR()

9.

OR()

7.5

7.5
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