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'Sr.No.10112111

MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION,MUMBAI

EXAMINATION - JULY 2014
CERTIFICATE COURSE IN COMPUTER DATA ENTRY OPERATOR (101121)
TIME ALLOWED — 3 Hrs,
MARKS - 100
SUBJECT -- COMPUTER DATA ENTRY OPERATOR (TH-I)

a) Fill in the blanks (Any 5) 5
1) WWW stands for -—--mm--mmmcemememe
a) World wild web - b) World write web
¢) Word wild web d) world wide web
2) Extension of LOTe B i) [ T R ———
a) Doc b) XLS c)PPP . d)TXT
C) B AVANLY ( F—
a) Volatile memory b) Secondary memory'
¢) Non volatile memory d) Permanent memory

4} Which one of the following is not an input device.
4) Monitor (VDU) b) Keyboard c)mouse - d) Joystick

5) A 8 bit unit is called @ ------c=-mem=-
a) Data set b) Byte ¢c)KB d)yMB
6) E mail stands for ~---=mmeeemmeeme
a) Economic mail b) Electronic Mail order
¢) Electronic mail d) Enter mail
b) State true or false (any 5) 5

1) ROM is volatile memory.

2) Floppy disk is secondary storage device.

3) Excel is an example of word processor.

4) Scanner is an input device.

5) All languages are understood by the computer.
6) Any file can be set as wall paper in window.

c) State long form ( any 5) 5
1) HTML 2) TCP/IP 3) URL
4) LAN 5) VDU - 6) CD-ROM



Q.2.

Q.3.

Q.4,

Q.5.

Q.6.

d) Match the pairs. (Any five)

Group A Group B
1) RAM a) Monitor
2) VDU b) E-mail
3) Font c) CPU
4) Tnternet d) Application software
¢) Format

5) Power point

Primary storage
6) Brain of Computer D Y g

Attempt any two of the following,
1) Explain the output devices used in computer.

2) Explain block diagram & functions of different units of computer.

3) Explain the features of MS-word.
4) Explain advantages of internet,

Attempt any two of the following,

1) Explain formatting in MS-word.

2) Explain how to send & receive E-mail,
3) Explain concept of virus,

4) Explain secondary storage devices.

Give brief answer of the following (any 2)

1) Explain characteristics of computer.

2) Explain difference between DOS & windows

3) Explain about web page.

4) State difference between compiler & inter preter.

Write short notes on (any 4)

1) Table in MS word

2) Any five DOS internal & external commands
3) Mail merge in MS-word

4) Explain windows explorer

5) Explain Bullet & numbering in MS-word.

Attempt any two of the following,

1) Explain Sorting data in a table in MS-word
2) Explain Page set up in MS word

3) Explain types of computer,

4) Explain E-mail.
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Sr. No, 10112121

MAHARASHTRA STATE BOARD OF VOCA_TlONAL EXAMINATION ,MUMBAI
EXAMINATION- JULY 2014

CERTIFICATE. COURSE IN COMPUTER DATA ENTRY OPERATOR

{ Time Allowed — 6 Hours)
(Marks- 200 )

TYPING PRACTlCE ( PRACTICAL-I) |
&1 - T"-:!PG—— ‘oo F‘tﬂ“bui"\j ‘:"'-Y"*S!Y“Ph _
CO-EDUCATION |

In ancient times women were given higher rank and respect
in the society. She had the right of education. But slowly the
situation changed. The condition of women became very bad in
the medieval period. She was not allowed to go out of the house.
She was not allowed to take any kind of education. She was stuck
to all kinds of household chores. In the nineteenth century,
however the situation started changing. Many social reformers like
Phule, Karve and Raja Ram Mohan Rai etc. fought agamst this.
undue tradition. Today,' women have got equal rights and status
in the society. She has the nght to get education in any field of
her choice.

Co-education is a pattern of education where boys and girls -
get education together under one roof. In the 19® century this
concept was totally unbelievable. Girls were given secondary -
position in the house and parents were indifferent in providing
education to them. Even if they were sent to school, they were
exclusively girl's schools. Slowly the scene changed. General
opinion that separate sex should have separate schools started
melting. Now, since many years both girls and boys learn together
under one roof.

This system has some advantages as well some disadvan-

~ tages. The system imposes on the society not to have biased look
towards girls. They should be given equal opportunity as being
given to boys. Girls do not develop inferiority complex when they
get co-education, This mixing helps to develop a healthy
.atmosphere. Social approach -also changes. Moreover, both boys
and girls get to know each other. It develops a sense of
responsibility among them. Girls become more efficient and
confident. The undue attraction towards opposite sex subsides.
Sometimes this togetherness results in unhealthy practices also,
though rare. Sometimes there are one sided love affairs and girls
get distracted from studies. Sometimes there are assaults and this

~ is a precursor for social or family unrest. Of course this is a by-
product of co-education. Even otherwise such episodes can take
place in the society.

Overall, co-education has born good fruits. It definitely helps
in the equal and healthy development of both men and women.
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MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION,MUMBAI

EXAMINATION - JULY 2014
CERTIFICATE COURSE IN COMPUTER DATA ENTRY OPERATOR.(101121)
TIME ALLOWED - 3 His.
MARKS - 100

SUBJECT -~ MS-WORD & INTERNET (PR-II)

Perform the following using MS-Word.
a) Change the system date and time to 25-October -2012 and
12.00 hrs.
b) Set the options such that the monitor goes to stand by state,
if you do not use computer for two minutes.
¢) Change the mouse double click speed.

Create a data file containing the names, address, phone
numbers of your friend. Using mail merge feature and send
diwali greetings to your friends.

Create your own Email account. Write down the steps for
opening new account. Write down procedure to attach a
folder.
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