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The figures in the margin indicate full marks.

BASIC COMPUTER APPLICATION
THEORY (25 Marks)
Group - A
Attempt any one of the following :

1×10=10

1. (a) What is a chart ? What are its uses ? Name and describe the componens of a chart.
(b) Compare the column and bar charts.
(c) Write the steps to add chart title and axis title to a chart in EXCEL.

5+3+2

2. (a) Write down the keyboard shortcut for the following functions of MS Word:
(i) Opening the File Open dialogue box, (ii) Saving the current document, (iii) Opening
the Print dialogue box, (iv) Closing the current document.
(b) How can alphabetical sorting order in MS Word ?
(c) What do you mean by worksheet in MS-Excel ? How can you insert, delete and
rename the worksheet ?
5+2+3

Group - B
Attempt any one of the following :

1×15=15

3. (a) Discuss various alignments in MS Word. Write the shortcut key for each of them.
(b) What is Tab (Tab stops) ? Name the tab stops available in MS Word.
(c) How do you apply bullets and numbering in MS Word ?
(d) What is mail merge ? Write steps of mail merge.

4+3+2+6

4. (a) What do you understand by sorting a range of cells ? What are the two types of
sorting ? Explain with an example.
(b) What is filtering data ? What is the difference between sorting and filtering ?
(c) Explain the concept of formatting cells based on a condition with the help of an
example.
5+5+5
5. (a) What are the different ways to start a new presentation ? Write the steps to create a
duplicate slide.
(b) Can you copy slide in Normal view ? If yes, how ?
(c) Write the steps to add a text box to a slide.
(d) Discuss the ways in which you can view slides in a presentation.

5+4+3+2

SEC 1-P
Practical (15 Marks)
Answer any one question.
7. (a) Write the function of the following formulas :
COUNT (

), SQRT (

), AVERAGE (

), STDEVA (

), LN (

).

(b) The value of B2 cell is 1028 and C2 cell is 1165. Write the formula in cell D2 and E2
to estimate mean and standard deviation.
(c) Construct the hypothesis of testing for the equality of two means and write the steps of
this testing in MS-Excel.
5+4+6
8. (a) What is the slide show View in MS Power Point ?
(b) What is Slide Master ? How can you insert dates into the footer in the power point
presentation ?
(c) Write the steps to change the column width of a table.
(d) Write the steps to insert a picture from a life.
9. Create bar chart, line chart and pie chart with hypothetical examples.
_____________

3+4+4+4
5+5+5

OR
SEC 1T

INDIAN FINANCIAL SYSTEM
Answer any two questions :

2×20=40

1. (a) Discuss the importance of commercial banks in a modern economy.
(b) Elucidate the credit creation process of comercial banks.

10+10

2. (a) Discuss in brief the methods of credit control of the Reserve Bank of India.
(b) Analyse the functions of non-banking financial institutions in India.

10+10

3. (a) What is money market ? Discuss the componens of the Indian Money Market.
(b) Write short notes on Securities Market, Mutual Fund and Treasury Bill.
(c) Discuss major functions of SEBI.

2+4

2+2+2
8

4. (a) What do you mean by Credit Rating ? Name different credit rating agencies operating
in India and abroad.
4+4
(b) What are the differences between ‘Bond’ and ‘Share’ ? Do you think that the
movements of share markets in India are directly associated with its economic
progress ? Explain.
6+6

2×20=40
1. (a)
(b)

10+10

2. (a)
(b)

10+10

3. (a)

2+4

(b)

(Securities Market)

(Mutual Fund)

(Treasury Bill)

2+2+2

(c) SEBI

8

4. (a) Credit Rating

Credit Rating
4+4

(b)

(Bond)
6+6
_____________

OR
SEC 1T

INDIAN OFFICIAL STATISTICS
Answer any two of the following questions :

2×20=40

1. Briefly discuss the main functions of the Statistical System in India.

20

2. Explain various sources of demographic data. Explain how demographic data used for policy
formulation.
10+10
3. Discuss the utility of the Economic Census in a country like India.
4. Write a note on the Economic Survey in India.

×

=

+

(Economic Survey)
_____________

