




































This question paper contains 2 printed pages. 

UGO801 

Time Allowed: Three Hours 

Three/Four Year B.C.A. I Semester 
Examination - Dec. 2023 

5028 

Computer Fundamentals and Office Management Tools 

Question paper consists of two parts A and B. 

(Faculty of Science) 
Subject 

PART A: 20 marks 4-31: 20 3fG 

Roll No. A.AGQ|.. 
BCA-51T-105 

BCA 

No supplementary answer book will be given to any candidate. The candidates should write the answers precisely in the main 

answer book only. 

Write your roll number on the question paper before start writing the answers to questions. 

PART B: 60 marks T 4: 60 JG 

5028 

Answers to short answer-type questions must be given in sequential order. Similarly, all the parts of one question of descriptive 

part should be answered in one place in the answer book. 

678191 

Maximum Marks: 80 
3apcH io: 80 

Part A is compulsory having 10 very short answer-type questions (with a limit of 20 words) of two marks each. The first 

question is based on knowledge, understanding and applications of the topics/text covered in the syllabus. 

Part B of he question paper is divided into four units comprising question numbers 2-5. There is one descripive question from 
each unit with internal choice. Each question will carry 15 marks. 

(P.T.O.) 



1. 

2 

3. 

4. 

5. 

S028 

Wite short answers to the following -

(a) 

(b) 

(c) 

(d 

(e) 

(g) 

(h) 

) 

(a) 

b) 

(a) 

What is the difference between Hardware and Software? 

Full form of BCD and ASCII. 

(a) 

(b) 

Difference between Application & System Software. 
Define web browser. 

What is the difference betwecn Save and Save as? 

Explain Macro in MS-Excel. 

Write shortcut key of Cut and Copy. 
What is MS Access used for? 

PART-A 

How can you insert a new slide in PowerPoint? 

Explain few useful functions in Excel. 

Convert the following 
What is a computer? Explain different types of computer. 

() 

(ü) 

(75)10 = (?2 

(153)8 = ()10 

PART-B 

Unit-1 

Draw a block diagram of a computer. Explain the function of each of the blocks. 

OR 

b What is an Internet? Explain advantages of internet. 

Unit-2 
Define software. List and explain the types of software. Give two examples of each 

category. 

Differentiate between High level, Machine level & Assembly level language. 
OR 

Unit-3 

Describe the complete process of Mail Merge. 

Explain the process of adding header && footer in word document and also putting page 

number. 

What ís an electronic spreadsheet? Explain different features. 

OR 

Unit-4 

What is powerpoint presentation? Explain its advantages & features. 

OR 
Write all the steps to createa report in MS-AccCss. 
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[5] 
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[10] 
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[15] 
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Roll Number (ln Figures) :.A.A.601. 

(Also common to all other Undergraduate Programme under Arts/ Fine-Arts/ 
Commerce /Science/Social Science Faculty for Regular Students) 

(Skill Enhancement Course) 

Learning Life Skills 

OMR Answer Sheet Serial Number :.4.3. 

Time Allowed: One Hour 

SEC-51T-106 
Three/Four Year B.A/B.Sc./B.Com. I Semester 

Examination - Dec. 2023 

Roll Number (ln Words) 

Write your roll number on Question Booklet before start writing answer of questions. 

minutes. 

Attempt all the 40 questions. Each question carries 1 mark. 

General Instructions / HH|Y 3TT 
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360610 

Make sure that your Question Booklet has all the 40 questions. Defective Question Booklet can be changed within five 

Invigilatofs Signature 

1 

Maximum Marks: 40 

3faocH sip: 40 

Read the instructions given on Question Booklet and OMR Answer Sheet, before writing the answer. All entries should 
be filled by Blue or Black Ball-Point Pen. 

(P.T.O.] 
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6. 

7. 

8. 

9. 

10 

Select the best possible answer and darken he correct answer A or B or Cor D in the circle corresponding to that 

question in OMR Answer Sheet with Black/Blue Ball-PoInt Pen, Answers if written in the Question Booklet, will not 

be evaluated. 

In case of any difference occurring between English and Hindi version English version shall be deemed as correct. 

In case more than one circle is darkened Black/Blue, it would be treated as wrong answer. Hence, the answer once 

written should not be changed. 

No marks will be deducted for questions not atempted or wrongly answered. 

Do not make any stray mark on the OMR Answer Sheet. Do not fold the OMR Answer Sheet. Rough work must be 

done on the blank sheet provided with Question Booklet. 

The OMR Answer Sheet will be collected from you by the Invigilatofat the end of examination. No one will be allowed 

to leave the seat unless he/she has handed over OMR Answer Sheet föthe Invigilator. 

Any candidate found tearing pages from Question Booklet will be disqualified and likely to be prosecuted as per 
University rules. 

1. Use of unfair means for copying or writing down the questions from Question Booklet will disqualify the candidate 
from examination. 

12. Mobiles, cell phones, calculators or any such electronic devices are not allowed in the examination hall. 

13. Complaint against the questions) in the Question Booklet, if any, should be submited to Centre Superintendent just 
after the examination. 

J4. No candidate will be allowed o leave the Hall before the end of the examination. 
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1 

3 

5. 

6. 

7. 

9 

Abilities for adaptive and positive behaviours that 
cnables human to deal effectively with the demands 
and challenges of life are termed as 

Thinking 
(C) Creativity 
(A) 

.is an individual's ability to appreciate 
the strengths and weaknesses of one's own character. 

(A) Self-efficacy (B) Sclf-estçem 
(C) 

The Intermational Bureau of Education oused on 
four pillar of leaning - learning to knor learning 
o do, leaming to be and learming to -

(A) promote co-existence 

(B) participate 
(C) ive together 
(D) 

International Bureau of Education defines life skills 

(A) 

ransport 

s personal management and. 

(C ultural 
Social 

B) 

(B) Attitude 
(D) Life skills 

(C) Both (A) and (B) 

Which isa division of Johari Windows? 

D) None of the above 

(A) Public area and hidden area 
Unknown area & blind area 

3 

(B) 

& Critical thinking 

(D) 

The 4Cs that makes the critical parts of ife skills in 
education are 

Critical thinking 

(A) Creativity, Communication, Collaboration 

Educational 

Physical 

Creativity. Communication, Collaboration 

& Community 
(C) Community, Creativity, Collaboration & 

Citizenship life skills includes -

.skills. 

3606 

(D) Convention, Communication, Community 
& Critical thinking 

(A) Empathy and participation 
(B) Self-awareness and resilience 
(C) Negotiation & Decision making 
D) Critical thinking & Problem solving 

Life skill education in Social group workhelps in 
(A) solating individuals from theif social 

environment 

(B) Developing essential abilities for adaptive 
and psitive behaviour 

Concerns 

(C) Fostering dependences on Social workers 
(D) PromAing Social conformity 

The significance of life skills education in Social 
youp wonk is enabling individuals to 

8005 (SECSYT-106) 

(A) Disregard ethical Considerations 

decision making 
(B) Enhance critical thinking and ethical 

decision-making 
(C) Avoid involvement in scial issues & 

(D) Rely solely on the group leader for ethical 
guidance 

3 

1. 

2. 

3. 

4. 

5. 

6 

7 

8. 

9. 

(A) frA 
(C) -rHo y 

(A) -yHqARI 
(C) 3T4-hdl 

(A) 
(B) 
(C) 
(D) 

(A) HTHf 
(C) H0pfacs 

(A) 
(B) 
(C) 
(D) 

(A) 

(B) 

(C) 

(D) 

(B) 

(C) 
(D) 

(A) 3tr (B) H0 
7ö 

(B) 

0 

favari 

(B) srfrgftM 

(C) af/a str Aug ffru 

(D) -Ay4 

(B) G 
(D) f# 

|P.T.0.] 

Self-awarencss (D) Self-regeation 



10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

The primary goal of ife skills cducation in social 
grvup work is to facilitate 

(A) 

(B) 

(C) Suppression of personal growth and 
aspirations 

(D) Dependence on extemal authorities 

Which method is used to enhance life skills? 

(A) Case study 
(B) 

(C) 

(D) Presentations 

(B) 

is an ability to make & keep friendly 
relationship & also being able to end relationships 
constructively. 

(C) 

(A) Interpersonal relationships skills 

(D) 

(A) 
(B) 

(C) 

means hat we are able to express our 
selves. both verbally & non-verbally, so that our 
ideas are effectively transmitted to others. 

D) 

(B) 

Isolation& detachment from societal issucs 

Active engagement,. participation & social 
contribution 

(C) 
(D) 

1s -

Self-unaw areness 

(A) 

Audio-visual activities 

(B) 

When a person receives too many messages at the 
same time. it is called. 

(D) 

(A) Message overload 

Empathy 
Critical thinking 
Decision making 

(D) 

Interpersonal relationship skills 

(A) 

Effective communication 

(C) 

Critical thinking 
Decision making 

Complex message 
Message distraction 

Mistake in grammar that disrupts communication 15. 

End message 

(C) Cultural noise 

Psychological noise 
Syntactical noise 

Which of the following are some outward signs of 
positive self-esteem? 

(A) Hatred 

Organizational noise 

(B) Pity 
(C) The ability to say no 

What are some sinple, positive thinking techniques 
that can be used to help inprove self-esteem? 

(B) Affirmation 

(D) Self-image 

Mortification 

Assertion 

Assignment 
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10. 

4 

11. 

12. 

13. 

14. 

16. 

17, 

(A) 

(B) 

(C) 

(D) 

(A) 
(B) 

(C) 

(A) 

(D) gtt 

(B) 

(C) 

(D) 

-

(A) 

(B) 

(C) 
(D) 

(A) 

(B) 

(C) 
(D) 

(A) 

(B) 

(C) 
(D) 

(A) 
(B) 

(C) 
(D) 

3TH 34HASI 

(A) 

44-Gq fafafui 

rufs fufru 

(C) Hrg0e 
(B) 

(D) 3TH-Bfa 



18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 

26. 

The capawity for introspection and the ability to 
rvognize oneself as an individual separate from the 
environncnt and other individuals 

(A) 
(B) Self-concept 
(C) Self-appraisal 
(D) Self-avwarenesN 

Collective qualities or characteristies that distinguish 
a person ane termed as 

(A) 
(C) 

Self-management 

Life skills can be systematically acquired and 
reinforced through non formal and...... earning 
settings 

(A) Formal 
(C) Infomal 

Atitude 

Character 

(B) 
(A) Heuristics 

A specific step-by-step procedure is followed for 
solving certain types of problems � 

(C) Algornithms 
(D) Syllogism 

1s -

Means-end-analysis 

..is a process that chooses a preferred 
option or a course of actions from among a set of 
alternatives on the basis of given criteria or 

strategies? 
(A) Decision making 
(B) Problem solving 

(B) 

Conflict management 
(D) Reasoning 

Appropriate order of four stages of creative thinking 

(A) Illumination, Incubation, Verification & 

Preparation 

(B) Personality 

(B) Vocational 
(D) Traditional 

Verification, Incubation, Illumination & 
Preparation 

(C) Preparation, Incubation, Illumination & 
Verification 

(D) Preparation, Illumination, Incubation & 
Verification 

(A) Illumination 
similar to 'aha' (eureka) experience. 

(C) Incubation 

(D) 

relation to. 
(A) Refusal skills 

Determining alternative solutions to the problem is 

(B)) Critical thinking 

Sudden flash of solution is known as.......nd is 24. 

(B) Preparation 
(D) Verification 

(C) Problem solving skills 
Communication skills 
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..skills. 

In can be regarded as an outcome of cognitive 

processes -

(A) Critical thinking (B) Problem solving 

(C) Empathy 

18. 

(D) Decision making 

19. 

20. 

21. 

22. 

23. 

25. 

26. 

(A) 

(B) 

(C) 

(D) 

(A) arfrqgf 
(C) fA 

(A) 

(A) atqta 
(C) tyants 

(B) 
(C) 
(D) yrrares 

(B) 

(A) Uf� fefru 

(C) 
(D) 

(A) 

(B) 

(C) 

3/TC43qUOI 

3IT4-Thl 

(A) y 

(C) 

(B) 

(A) fTeY otra 

(C) 
(D) 

-

(D) Trt, e, gejyT, HUI4A 

(B) 

(A) fate 
(C) Hfa 

(D) 3H-ofa 
aft 

(B) TTHIfas 
(D) 

(B) ty 
(D) HYT 

(B) 

arferr� 

(D) Aufy fAufru 

|P.T.O.] 

(C) 

(D) Sell-image 



27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

Which mdel is uscd for decision-making? 
(A) MBTI model 
(R) SWOT model 
(C) OWER model 

(D) ohai window model 

Which of the following is an example of a question 
that rcquires students to reflect on their own 
thinking? 

(B) What is the definition of a verb? 
(C) 

(D) How has your thinking about the usc ol 
verhs changed since the beginning of the 
class? 

What is the relationship between noun & 
verb in a sentence? 

(A) Students can formulate plausible 
hypothesis 

How do vou change a verb to the Present 
Tense? 

To promote entical thinking among students, a 29. 
teacher should pomote a learning environment 
where . 

(B) Convergent thinking is promoted 
(C) Tendency of asking questions is negatively 

reinforced 
(D) Rote memorization is preferred over 

experimentation. 

Creative thinking is NOT facilitated by which of the 
following? 

(B) 

(A) Originality 

(A) 

(C) Convergent thinking 
(D) Flexibility in thinking 

(B) 

Capability to evaluate the future consequences of 
their present action is an example of -

Tolerance of ambiguity 

Communication Skills 

Inter-personal skills 
(C) Coping skills 

(A) 

(D) Critical thinking skills 

Recognizing and managing one's own emotions -
(A) EÌ 

(C) 1Q 

(C) Goleman 

(B) SQ 

(D) PÌ 

(A) Coping with emotions 
(B) Coping with stress 
(C) Critical thinking 
(D) Decision making 

27. 

propounded Theory of Multiple Intelligence. 33. 
Sternberg (B) Gardner 

(D) Mayer 

8005 (SEC-51T-106) 

28. 

.means involving recognizing emotions 34. 
within us and others, being aware of how emotions 
influence behaviour and being able to respond to 
emotions appropriately. 

6 

30. 

31. 

32. 

(A) 
(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(B) 
(C) 
(D) 

(A) ficbaiT 

(A) 

(B) 

(D) 

MBTI ÍS 
SWOT fsa 

(C) (GgI/H4I DT) 0TA 

POWER sd 

(A) 

? 

(A) EQ 

(B) 

(C) IQ 

(C) 

(A) Fefat 
(C) etg 

(D) Arufu ufru 

(B) SQ 
(D) PQ 

(B) 
(D) R 

R 
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38. 

39. 

40. 

Coping by making cfforts to control one's cmotions is known as -

(A) Taste Oricnted Strategy 
(B) Avoidance Orniented Strategy (C) Goal Oricnted Strategy 
iD Emotion Oriented Strategy 

Coenitive skills such as attention, memory, problem solving ctc. are -
(A) Not influenced by emotional states of 

individual 

(B) Negativity impacted by positive emotions (C) Positively impacted by negative emotions (D) Significantly influenced by emotional state 
of individual 

Assertion (A) : Apart from learning, it is 
important to focus on the 
social-emotional needs of the 
students in an educational set 
up. 

Reason (R): 

Choose the correct option 
(A) Both (A) & (R) are true and (R) is the 

(B) 

Emotions plays a significant 
role in cognitions 

correct explanation of (A). 
Both (A) & (R) are true but (R) is not the 

(C) (A) is true & (R) is false 
corect explanation of (A). 

(D) Both (A) & (R) are false 

What is the process of releasing the hidden 
emotional suffocation & powers inside the children 
called? 

(D) 

(A)) Emotional Stability 
(B) Emotional Sensitivity 
(C) Emotional Catharsis 

1) 

Emotional Competency 
Emotional intelligence is characterized by -

(A) Proficient problem solving 
(B) Better interpersonal relationship 
(C) High abstract thinking ability 
(D) Good sense of humor 

Consider the correct statement -

Meera who is having an instinct to escape, 
will show "anger" an emotion 

(I) Radha is very happy with an instinct of 
laugh will show "amusement" emotion. 

(A) Only (I) 

(C) Both (I) & (1) 

O05 (SEC-51T-106) 

(B) 
(D) 

Only (I) 
None of these 

7 

35. 

36. 

37. 

38. 

39. 

40. 

(B) 

(C) 

(A) 

(B) 

(C) 

(D) 

pT (A) : 

HRG (R) : #SIT HT H8Tyof fT 

(A) (A) sitr (R) GHd H sr (R), (A) I 3 

(B) 

(C) (A) H¥I foi (R) TI 
(A) sr (R) i TI (D) 

(A) 
(B) 

(D) 

(A) 

(C) Hfrs fatgg 

(B) 
(C) 

(D) 

(A) sr (R) 0 H fb (R), (A) 

(I 

(A) 
(C) 

HIffrs fRaT 
Hfrs Hatgitet 

Hafrs HIHRt 

aa () 
() ste (1) 

(B) 
t (D) 

qT (II) 
À 

(P.T.0.] 


