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BUSINESS DATA PROCESSING AND PC SOFTWARE–I

Paper–BC(Voc)-106

Time : Three Hours] [Maximum Marks : 80

Note : Attempt five questions in all. Question No. 1 is compulsory.

1. Compulsory Question 

(i) What is record? Differentiate between logical and physical

record. (4)

(ii) Write the shortcut keys to replace the text, to create

hyperlink and to paste the text in a document in word

processor. (4)

(iii) How are Header and Footer applied to a word document?

(4)

(iv) Write the steps to sort data in a spreadsheet. (4)

(v) How are tables prepared in a worksheet? (4)

(i)
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(ii)

(iii)

(iv)

(v)

2. What do you mean by data processing? How computers are

useful in data processing and in business functions? Discuss.

(15)

3. What is information? Differentiate between operational, tactical

and strategic information using suitable examples. (15)
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4. What do you mean by file organization? Discuss various types

of file organizations. (15)

5. Discuss the following proof reading features of a word

document :

(i) Spelling and Grammar.

(ii) Thesaurus.

(iii) Auto Correct. (15)

(i)

(ii)

(iii)

6. (i) What is a macro? How can you create and execute a

macro in a word processor? (8)

(ii) What is hyperlink? Write the steps to create a hyperlink in

a MS-Word document. (7)



(i)

(ii)

7. (i) Discuss the applications of spreadsheet package. (8)

(ii) Discuss the following :

(a) Primary key.

(b) Foreign key.

(c) Candidate key. (7)

(i)

(ii)

8. (i) Explain various Statistical functions using suitable examples

in a spreadsheet package. (8)

(ii) What is the purpose of Formula Bar in a spreadsheet?

How is it used? (7)
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(i)

(ii)

9. What do you mean by Chart? Explain various types of Charts in

spreadsheet software. (15)
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